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PREFACE 


THE NEED OF A MORE COMPREHENSIVE COLLECTION OF DEFINITIONS OP LIBRARY 
terms than any in print was felt so keenly by the Board of Education 
for Librarianship of the American Library Association that in 1926 definite 
plans were made to meet the need, Elizabeth M. Smith, a member of 
the Board, was put in charge of the new project and her report, Standard 
Terminology in Education with Particular Reference to Librarianship, 
was issued by the Board in mimeographed form in 1927. The Board 
continued to show its interest in library terminology by appointing a 
committee in 1929 with Jennie M. Flexner, a member, as chairman to 
carry forward Miss Smith’s work. This committee asked for volimteer 
readers to search library literattire for terms and definitions of interest 
to American librarians. Approximately one thousand terms, including 
those on Miss Smith’s list, were collected. 

Many of the problems involved in this work became apparent during 
the succeding two years. At the request of the Board of Education for 
Librarianship in 1931 the Executive Board of the American Library 
Association created a separate committee to make a study of terminology 
and appointed Susan Grey Akers as its chairman. With the terms and 
definitions previously collected as a basis for its work the Committee on 
Library Terminology studied the problem and considered the possibility 
of preparing a glossary. 

Following the method of the preceding committee a call was made 
for volunteer readers to continue the work of gathering terms and defini- 
tions. This request met a ready response. Two hundred and fifty librar* 
ians from Britidi Coliunbia to Florida offered their services and read 
a great number of volumes during 1934-1936. 

In 1935 the Committee made a formal report of its work. A recom- 
mendation was made that a glossary be published, and funds were 
requested to carry out this recommendation. In January, 1937, the Car- 
negie Corporation of New York throu^ a generous grant supplied the 
funds that made possible the preparation of this glossary. 

Another call for assistance ha 1937 received the same response as that 
accorded the earlier request. Librarians, far too many for individual 
acknowledgments here, gave generously of their time in advising the 
Committee on their choice of terms for inclusion in the glossary. When 
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it became apparent tliat tiie original plan to issue a preliminary edition 
for critical purposes would not be feasible, it was decided to publish one 
edition leaving revision and perfecting to the future. The Committee 
decided to work directly through a full-time editor, cooperating with 
other A.L.A. committees at work upon similar projects and with indi- 
vidual authorities in the various fields of library interest. 

Dr. Lulu Ruth Reed, a graduate of the University of Chicago Library 
School, was chosen editor. She began work upon the glossary in August, 
1938, and did a very good piece of work in organizing the material. Work 
on the actual preparation of definitions had begun when she found it 
necessary to resign in the spring of 1939. In September, 1939, Miss 
Elizabeth H. Thompson, Head of the Catalog Department of the Univer- 
sity of North Carolina, accepted the editorship on a part-time basis, 
and has been employed for several different periods. Unanticipated 
circumstances postponed the final work upon the glossary imtil the 
spring of 1942. 

The preparation of the glossary has been a cooperative enterprise, 
with many librarians participating in the work. To them collectively the 
Committee wishes to acknowledge its indebtedness. For the assistance 
given by the Subcommitee on Definitions of the A.L.A. Catalog Code 
Revision Committee, other organized groups, and many individuals in 
permitting the use of material gathered and prepared by them and for 
their advice, the Committee is particularly grateful. 

In addition to the present members the following have served at 
various times upon the A.L.A. Committee on Library Terminology: 
Esther Betz, Julia E. Elliott, Ralph E. EUsworth, Helen E. Farr, Frances 
A. Haimum, Elizabeth MacBride King, Jesse Lee Rader, Flora B. Rob- 
erts, Martha Rosentreter, and Ralph R. Shaw. 

In June, 1941, the Committee became the Subcommittee on Library 
Terminology of the A.LA. Editorial Committee. 

Georgia H. Faison (Chairman, 1936-1938) 

Jennie M. Flexnep 

Loda May Hopkins 

M. Louise Hunt 

Amy C. Moon 

Linda H Morley 

Marian Shaw 

Jesse H. Sheha 

Susan Grey Akers, Chairman. 


INTRODUCTION 


THIS GLOSSARY OF LIBRARY AND RELATED TERMS WILL, IT IS HOPED, PROVE 

to be of value to librarians in their work, to library school students, and 
perhaps, occasionally, to others outside the library profession. 

The glossary includes technical terms used in American libraries, 
except those purely, or largely, of local significance; some terms not in 
current use but of historical interest; and selected terms in several fields 
more or less closely related to library work, with which librarians come 
in contact in connection with books and the history of books, as, archives, 
bibliography, printing and publishing, paper, binding, illustration and 
prints. A few types of material used in libraries — certain kinds of refer- 
ence books, for instance — have been selected for inclusion. Foreign 
terms, with a few exceptions have been omitted. 

In this attempt to collect and formulate definitions for a profession 
composed of varied elements, much assistance has been received from 
many librarians. 

Definitions of catalog and bibliography terms in the preliminary 
American second edition of the A.L.A. Catalog Rules have been re- 
printed in the glossary with as little change as possible on their removal 
from their setting as part of a code. This cooperation was planned in 
order that the publications might be used interchangeably for definitions 
of these terms. 

Other terms in bibliography have been included to some extent, with 
definitions prepared by librarians interested in bibliography. Terms 
distinguishing the various kinds of bibliography that have been the sub- 
ject of discussion by bibliographers, as historical, anatomical, enumerative, 
etc., have been omitted. Excellent discussions may be foimd in W. W. 
Greg’s ‘‘What is Bibliography?” (Transactions of the Bibliographical 
Society, London, v.l2 (1914) p.39-53), G. W. Cole’s “Bibhography~a 
Forecast” (in Papers of the Bibliographical Society of America, v.l4 
(1920) p.1-19) , and H. B. Van Hoesen and F. K. Walter’s Bibliography, 
Practical, Enumerative, Historical. 

Although archives are sometimes housed in libraries, archives admin- 
istration, differs from library administration, and a separate vocabulary 
has developed. It was hoped that a considerable number of terms from 
this field might be included, but, as archivists are not fully agreed on the 
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meanings of these terms, the choice has been limited to a few of the most 
commonly used terms. 

Definitions for bookbinding terms have been taken, with some slight 
changes, from definitions prepared by Louis N. Feipel for a projected 
manual on binding. Music terms have been limited to those connected 
with the technique of cataloging, and definitions have been based upon 
material in the A.L.A. Catalog Rules and the preliminary draft of a 
general handbook on cataloging and the care of music in course of 
preparation by the Music Library Association. Terms relating to musical 
composition have not been included. The few terms relating to maps are 
those used in handling a general map collection and a few connected 
with the cataloging of old maps. Groups of terms omitted are those for 
paper sizes, book sizes (with the exception of a few of the more com- 
monly used terms) , and names of the various styles and sizes of type. 

In view of the present tendency to substitute modem uniform terms 
for the older terms indicating character of the work performed, the 
Committee hoped to include in the appendix a list of the various per- 
sonnel terms in use in different types of libraries. This plan was given 
up when the number of terms became very extensive and no imiformity 
was discernible. The more stabilized terms have been defined. 

Appendixes give tables of book and type sizes, and a list of abbrevia- 
tions, collected as a by-product of the work of gathering terms, and not 
intended to be exhaustive. 

The arrangement of the glossary is alphabetical, each term having a 
separate entry; there is no arrangement by subject. The terms are not 
articulated by a system of “see also” references, but synonymous terms 
are generally given with the definitions and “see” references from 
synonymous terms are numerous. Definitions from the A.L,A. Catalog 
Rules are indicated by C and Ca (if definition is altered) following the 
definitions. Terms in microphotography are indicated by M, since most 
of these terms are very technical and appear unrelated to the terminology 
for printed and manuscript materials with which librarians are more 
familiar. A few definitions have been reprinted from copyrighted mate- 
rial in dictionaries, as noted after the definitions quoted. 

The editor wishes to acknowledge her obligations to the Catalog Code 
Revision Committee for the privilege of using definitions from the A.L.A. 
Catalog Rules; the group of members of the Special Libraries Associa- 
tion, under the direction of Linda M. Morley, for the contribution of many 
definitions in the special libraries field; the A.L.A. Committee on Photo- 
graphic Reproduction of Library Materials, which, through F. G. Kilgour, 
prepared definitions for microphotography terms; the Music Library 
Association for the use of several definitions taken from the preliminary 
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version of its Code for Cataloging Music; Louis N* Feipel, whose fund of 
definitions of binding terms has been used freely; R. W. Henderson for 
advice about definitions for certain terms relating to book stacks; Solon 
J. Buck for preparing definitions of terms used in archives administra- 
tion; Frank K. Walter for advice in formulating definitions of printing 
terms; Frank Weitenkampf for criticism and help in defining illustrations 
and prints; Lucy E. Goldthwaite and Mrs. Fannie R. Howley for assis- 
tance in preparing definitions of terms used in libraries for the blind; 
William A. Jackson, who as a representative of the Bibliographical Society 
of America, made suggestions about definitions for some of the terms 
in bibliography, though he is not at all responsible for their final form; 
Harriet D. MacPherson and Eimice Lathrope for criticism and suggestions 
regarding certain bibliography terms; Mrs. Clara N. de ViUa for review- 
ing alterations of definitions from A.L.A. Catalog Rules and offering most 
helpful advice about definitions for related terms; and other individuals 
who have criticized or have written definitions of single terms or groups 
of terms. The editor owes special gratitude to the chairman of the Com- 
mittee, who has watched over the development of the glossary from its 
beginning and is particularly responsible for its materialization; and to 
Georgia H. Faison, Chapel Hill member of the Committee, whose constant 
advice and many hours of practical work over a long period have been 
of inestimable value. 

Many books and articles have been used in the search for definition 
material, and while acknowledgement is made to individual authors and 
publishers for the privilege of reprinting copyrighted material, acknowl- 
edgement is also due to many unnamed sources that suggested definitions. 
Cutter’s Rules for a Dictionary Catalog, often used as a source for defini- 
tions in cataloging, has furnished material also for the glossary; and 
material in A.L.A. publications has been drawn upon freely. 

Acknowledgements for the privilege of reprinting certain definitions 
are offered to the following authors and publishers: J. Christian Bay, 
The Fortune of Books, cl941 by the author (Chicago, Walter M. HUl) 
(library science) ; Lloyd A. Brown, Notes on the Care & Cataloguing of 
Old Maps, cl940 by the author (Windham, Connecticut, Hawthorn House) 
(edition (old maps) , issue (old maps) ) ; The University of Chicago Press, 
A Manual of Style, 10th ed., cl937 (book paper, body type, dummy) ; 
The F. W, Faxon Co., A Glossary of Library Terms, English, Danish, 
Dutch, French, German, Italian, Spanish, by A. F. C. M. Moth, cl915 by 
the Boston Book Co. (pamphlet volume); The Gilmary Society, The 
Catholic Encyclopedia Dictionary, cl941 (Index Librorum Prohibitorum) ; 
Harvard University Press, “Elizabethan Americana,” by George Watson 
Cole, in Bibliographical Essays, a Tribute to Wilberforce Fames, 1924 
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(lost book, def. 1) ; Theresa Hitchler, Cataloging jor Small Libraries, 3d 
ed., cl926 liy the author (New York, G. E. Stechert & Co. (library econ- 
omy) ; The Heiuy E. Huntington Library and Art Gallery, Incunabula in 
the Huntington Library, compiled by H. R. Mead, cl937 (Proctor order) ; 
The Library, “‘Facsimile’ Reprints of Old Books,” by A. W. Pollard 
(in 4th series, v.6, 1926) (period printing) ; Library Bureau Division of 
Remington Rand, Inc., definitions from Alice B. Kroeger’s “Glossary of 
Library Terms,” (in Public Libraries, v.l); J. J. Little and Ives Co., 
The J. J. Little Book of Types, Specimen Pages and Book Papers, with 
Suggestions on Book Making and a Glossary of Printing and Binding 
Terms, cl923 (offset, def. 1); New York Public Library, Subsdption 
Books, by F. E. Compton, 1939 (subscription book) ; Oxford University 
Press, Introduction to Bibliography for Literary Students, by R. B. 
McKerrow, 1927, (collation [by signature]); Porte Publishing Co., Salt 
Lake Cily, Utah, Dictionary of Printing Terms, 4th ed., cl941 (text, def. 
4) ; The Society of Motion Picture Engineers, Journal, v.l7, November, 
1931 (fixing, focal point, focus) ; Phihp Van Doren Stem, Introduction to 
Typography, cl932 by the author (New York, Harper & Brothers) (cut) . 

Elizabeth H. Thompson, Editor 

Chapel Hill, N.C. 

June, 1943 




GLOSSARY 


Abbreviated Catalog Card. A catalog 
card giving less information than the 
main entry. 

Abridged Edition. See Abridgment. 

Abridgment. A reduced form of a 
work produced by condensation and 
omission of more or less of detail, but 
retaining the general sense and unity 
of the original. [By permission; from 
Webster’s New International Diction-- 
ary, Second Edition, copyright, 1934, 
1939, by G. & C. Merriam Co.] 

Absolute Location. See Fixed Loca- 
tion. 

Absolute Size. See Exact Size. 

Abstract. A brief summary that gives 
the essential points of a book, pam- 
phlet, or article. 

Abstract Bulletin. A printed or mim- 
eographed btiUetin containing ab- 
stracts of currently published periodi- 
cal articles, pamphlets, etc., issued by 
a special library and distributed 
monthly, weddy, or daily to its cli- 
entele. 

Abstract Journal or Periodical. A 
periodical consisting of abstracts of 
current material in books, pamphlets, 
and periodicals. 


Abstracting Service. Abstracts in a 
particular field or on a particular sub- 
ject prepared by an individual or a 
company and supplied regularly to 
subscribers or on request. 

Academic Dissertation. See Disserta- 
tion, Academic. 

Academy Publication. A work issued 
by an academy. Sometimes, in an in- 
clusive sense, a work issued by any 
learned society. 

Access to Shelves. See Open Shelves. 

Accession, (n.) A book or other sim- 
ilar material acquired by a library for 
its collections, (v.) To record books 
and other similar material added to a 
library in the order of acquisition. 

Accession Arrangement. An obsolete 
method of arranging books on the 
shelves in the order in which they 
were acquired. 

Accession Date. The date on which a 
volume is entered in the accession 
record. 

Accession Division. The sedtion of an 
acquisition department that records, 
in chronological order of receipt, pub- 
lications secured by purchase, ex- 
change, or gift. 
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Accession Number. The number given 
to a volume in the order of its acqui- 
sition. 

Accession Record. A record of the 
volumes added to a library in the or- 
der in which they are received. It 
may be known, from its various forms, 
as Accession Book, Accession Cards, 
Accession Catalog, Accession File, Ac- 
cession Sheets, etc. 

Accounts and Papers. A group of of- 
ficial British documents published in 
Parliamentary Papers, exclusive of 
Public Bills, Reports of Committees, 
and Reports of Commissioners. 

Accredited Library School. A school 
offering education in librarianship that 
has been approved by the Board of 
Education for Librarianship of the 
American Library Association as 
meeting requirements adopted by the 
American Library Association Coun- 
cil for various types of library schools. 

Acetate Film. See Cellulose Acetate. 
[M.] 

Acquisition Department. The admin- 
istrative unit in charge of selecting 
and acquiring books, periodicals, and 
other material by purchase, exchange, 
and gift, and of keeping the necessary 
records of these additions. Sometimes 
referred to as Order Department or 
Accession Department. 

Acting Edition. An edition of a play 
that gives the text as used in stage 
production, often in a particular pro- 
duction, with entrances and exits, and 
other stage business. 


Ad Interim Copyright. A temporary 
American copyright for a book in the 
English language published abroad, 
that may be extended to full copyright 
on fulfillment of certain requirements. 

Adaptation. 1. A rewritten form of a 
literary work modified for a purpose 
or use other than that for which the 
original work was intended. 2. A new 
version based upon one or more ver- 
sions of a given work or story. 3. 
Loosely, a free translation. 

Added Copy. A duplicate of a book 
already in a library, if it is added, or 
to be added, to the library. Sometimes 
called Duplicate, and several added 
copies may be known as Multiple 
Copies. 

Added Edition. An edition of a work 
acquired by a library that differs from 
editions already in the library. 

Added Entry. In cataloging, a sec- 
ondary entry, i.e., any other than the 
main entry. Cf. Main Entry, There 
may be added entries for editor, trans- 
lator, title, subjects, series, etc. [Ca.] 
Some catalogers would restrict the 
use of the term added entry to any 
entry other than the main entry and 
subject entries, using secondary entry 
as a group term to include all entries 
other than the main entry. Others 
would make the opposite choice, using 
added entry as the group term to in- 
clude secondary entry and subject 
entry, [Ca.] 

Added Title Page. A title page com- 
plementary to the one chosen for the 
main entry of a work. The added title 
page may precede or follow the main 
title page with which it is issued and 
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may be more general, as a series title 
,page, or equally general, as a title 
page in another language either at the 
beginning or at the end of the work. 
[C.3 

Addenda. Material essential to the 
completeness of the text of a book but 
less extensive than a supplement, usu- 
ally added at the back of the book. 

Adjustable Classification. A classifi- 
cation scheme designed by James Duff 
Brown for smaller English libraries, 
with a notation of letters and numbers 
allowing for later insertions. 

Adjustable Shelf. A shelf the posi- 
tion of which may be easily changed 
to accommodate books of varying 
heights. 

Admission Record. A permit, pass, 
attendance slip, or other form, used to 
check a student’s attendance in a 
school library with his classroom and 
study hall schedules. Also called Ad- 
mission Slip, Library Pass, Library 
Permit, and Permit. 

Admission Slip. See Admission Rec- 
ord. 

Adult Education. The acquisition of 
knowledge by those beyond school 
age, obtained through such agencies 
as continuation and vocational schools, 
folk schools and workers’ schools, 
classes for illiterates, lectures, forums, 
directed reading, library service, and 
the radio. 

Advance Copy. A copy of a book 
sent out before publication date for 
review, notice, or other purposes. 


Advance Sheets. 1. A copy of a book, 
in sheets, for preliminary notices, or 
for simultaneous publication in two or 
more places, though occasionally for 
earlier publication in another place. 
Advance sheets for review purposes 
are generally sent as folded, but un- 
bound, signatures. Also known as 
Early Sheets. 2. Sheets of a publica- 
tion, as of certain serial or other docu- 
ments, printed separately for use be- 
fore they are issued in collected form. 
Strictly, these are preprints. 

Advertisement File. A file of samples 
of advertisements, found most often in 
a business library. 

Adviser, Readers’. See Readers’ Ad- 
viser. 

Agency, Library. See Library Agency. 

Agent. An individual or a firm from 
whom books, periodicals, and other 
library materials are secured. Also 
called Purchasing Agent. 

Aisle (in stack). A passageway in- 
tersecting the ranges in a stack. 

Albertype (Alberttype). See Collo- 
type (1). 

Alcove. A recessed portion of a room 
formed by wall construction or by the 
projection of bookcases at right angles 
to the wall or some partition, gen- 
erally with room for a table and chairs. 

Alcove System. A method of storing 
books in wall and floor cases around 
alcoves, the arrangement often ex- 
tending for two or three stories. 

All Along. In hand sewing of books, 
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with the thread passing from kettle 
stitch to kettle stitch of successive 
signatures, one complete course of 
thread going to each section. Also 
called One sheet on, and One on. A 
local alternative . term is Straight on. 
Cf, Two along. 

All Rights Reserved. A statement in- 
dicating that the privilege of repro- 
ducing in any form a book or any part 
of it will not be granted without the 
consent of the owner of the copyright. 

AJlover. A small pattern constantly 
repeated. In book cloths, an allover 
pattern nms down as well as across 
the roll. 

Almatiac. 1. An annual publication 
containing a calendar, frequently ac- 
companied by astronomical data and 
other information. 2. An annual year- 
book of statistics and other informa- 
tion sometimes in a particular field. 

Alphabetic Classed Catalog. See Al- 
phabetico-classed Catalog. 

Alphabetic-classed Filing System. A 

grouping of material into broad sub- 
ject classes alphabetically arranged 
and subdivided by topics arranged 
alphabetically within each class. 

Alphabetic Order Table. See Cutter 
Table; Cutter-Sanbom Table. 

Alphabetic Subject Catalog. A cata- 
log limited to subject entries, with the 
necessary references, alphabetically 
arranged. 

Alphabetic Subject Filing System. 
Arrangement of material under spe- 
cific subjects in alphabetical order. 


Alphabetic Subject Index. An in- 
dex under specific subjects arranged 
alphabetically, as an independent 
periodical index, an index to an au- 
thor or a classed list of books or 
articles, an index to a classification 
scheme, or an index to a classed 
catalog. 

Alphabetico-classed Catalog. A cata- 
log with entries under broad subjects 
alphabetically arranged and subdi- 
vided by topics in alphabetical order. 

Alphabetizing or Alphabeting. Ar- 
ranging in alphabetical order. 

Alternative Title. A subtitle in- 
troduced by “or” or its equivalent; 
c.g., Hypatia; or^ New foes with an old 
face, [C.] 

American Braille. An obsolete em- 
bossed type for the blind, a variation 
of braille, in which, as in the New 
York point, the most frequently used 
symbols were the simplest. 

American Russia. An imitation rus- 
sia. made from cowhide, generally 
grained with a straight grain. Also 
called Russia Cowhide. 

Americana. All material that has 
been printed about the Americas, 
printed in the Americas, or written by 
Americans, with frequent restriction 
of period to that of the formative stage 
in the history of the two continents or 
their constituent parts, the final date 
for North America varying from 1800 
to 1820. [Reprinted from Stillwell, Jn- 
cunahula and Americana, by permis- 
sion of Columbia University Press.] 

-ana. A suffix denoting anecdotes 
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and other material about a subject, 
generally a person or a place. 

Analytic or Analytical. See Analyti- 
cal Entry. 

Analytical Entry. The entry of some 
part of a work or of some article con- 
tained in a collection (volume of es- 
says, serial, etc.) including a reference 
to the publication which contains the 
article or work entered. [C.] 

In special libraries it may be an 
entry for a significant paragraph, sec- 
tion, table, etc., or for a single state- 
ment or figure. 

Analytical Index, 1. An alphabetical 
index under specific topics to informa- 
tion in articles arranged under general 
subjects, as in a reference book. 2. A 
classified index to material under spe- 
cific subjects, as in a reference book. 

Analytical Note. The statement in an 
analytical entry referring to the pub- 
lication that contains the article or 
work entered. 

Anastatic Printing. A method of fac- 
simile printing by means of zinc plates 
given a relief printing surface through 
the action of acid. 

Angle Bracket. See Bracket (n.), 

Angle~top or Angle-tab Guide. A 
guide with a celluloid proj^tion for 
holding a label, attached to the top 
edge at an angle of forty-five degrees. 
Also known as Tilted-tab Guide. 

Annals. 1. A periodical publication 
recording events of a year, transac- 
tions of an organization, or progress 
in special fields. 2. Earlier, a record 


of events arranged in chronological 
order. 3. In a general sense, any his- 
torical narrative. 

Anniversary Issue. See Special Num- 
ber. 

Annotation. 1. A note that describes, 
explains, or evaluates; especially, such 
a note added to an entry in a bibli- 
ography, reading list, or catalog. 
Sometimes called Book Note. 2. The 
process of making such notes. 

Annual. 1. A publication issued reg- 
ularly once a year, as an annual report 
or proceedings of an organization; or, 
a yearly publication that leviews 
events or developments during a year, 
sometimes limited to a special field. 
2. A giftbook (q.u.). 

Anonym. 1. A person whose name is 
not made public. 2. A pseudonym. 

Anonymous. 1. Published without 
the author’s name in the book. 2. With 
author’s name unknown or tindis- 
closed. 

Anonymous Classic. A work of un- 
known or doubtful authorship, com- 
monly designated by title, which may 
have appeared in the course of time 
in many editions, versions, and/or 
translations. [C.] 

Anthology. A collection of extracts 
from the works of various authors, 
sometimes limited to poetry or to a 
particular subject. 

Antiqua. A German name for roman 
type. 

Antique Paper. A light, bulky, un- 
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calendered paper having a rough fin- 
ish in imitation of old hand-made 
paper. 

Antique Tooling. A form of blind 
tooling. 

Aperture. See Lens Aperture. [M.] 

Apocryphal Book. 1. A book of 
doubtful authorship or authenticity. 
2. Specifically, one of the books of the 
Old Testament Apocrypha or the New 
Testament Apocrypha. 

Apograph. A copy of an original 
manuscript. 

Appendix. Matter supplementing the 
text of a book but not essential to its 
completeness, as a bibliography, sta- 
tistical tables, and explanatory ma- 
terial. 

Application Card. A printed form 
which a person fills out to become a 
library borrower. 

Application File. Signed application 
cards arranged in order, usually al- 
phabetical. Sometimes called Borrow- 
ers’ File, Borrowers’ Register, and 
Registration File. 

Apprentice. A person without previ- 
ous library training who is admitted 
to a staff to learn the routines of a 
particular library through actual work 
and instruction, often working with- 
out pay. 

Apprentice Class. A group receiving 
brief, systematic training in a library 
for the lower grades of library work 
through directed practice and instruc- 
tion by members of the staff. 


Apprentices’ Library. See Mechan- 
ics’ Library. 

Approved Library School. A school 
for library education, or some other 
training agency, recognized by a state 
certification board or an educational 
agency as meeting its standards, irre- 
spective of accreditation by the Amer- 
ican Library Association. 

Aquatint. 1. A method of etching that 
produces tones as a network of white 
dots, through the application of pow- 
dered resin to the plate before it is 
eaten by acid. 2. A print so produced. 

Aquatone. See Collotype (1). 

Arabesque. A style of binding orna- 
mentation marked by interlacing 
straight and curved lines; derived from 
Arabian decorative designs. 

Archives* 1. (A collective noun used 
properly only in the plural.) The 
organized body of records made or re- 
ceived in connection with the transac- 
tion of its affairs by a government or a 
governmental agency, an institution, 
organization, or establishment, or a 
family or individual, and preserved for 
record purposes in its custody or that 
of its legal successors. 2. An institu- 
tion for the preservation and servicing 
of noncurrent archival material. 

Archivist. A person engaged in the 
preservation or servicing of noncur- 
rent archival material. 

Armorial Bookplate. A bookplate 
bearing a coat of arms. 

Art File. See Picture or Art File. 
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Art Vellum. A brand name for a 
lightweight book cloth. 

Artcraft. A term used by some pub- 
lishers to designate an artificial- 
leather edition binding. Used to avoid 
the designations ‘‘artificial-leather” and 
“imitation-leather.” 

Artist’s Proof. A proof of an engrav- 
ing, usually with the signature of the 
artist in pencil, and sometimes with a 
small sketch, known as a remarque, 
in the margin. Also called Remarque 
Proof. 

Artotype. See Collotype (1). 

Ascender. 1. That part of a lower- 
case letter that projects above the 
body. 2. A lower-case letter with a 
part that extends above its body, as 
b, f, h. 

Assigned Reading Room. See Re- 
served Book Department (1). 

Assignment Notification Blank. A 
printed or mimeographed slip to be 
filled out with teacher’s name, date, 
and subject, as an advance notice to a 
school librarian of detailed assign- 
ments requiring use of library ma- 
terial. 

Assistant. A subordinate staff mem- 
ber. The word is frequently combined 
with the name of a department or a 
personnel term denoting type of ser- 
vice, as circulation assistant, assistant 
cataloger; or with a term indicating 
rank, as first assistant, senior assistant. 

Assistant Librarian. 1. An associate 
librarian (q.'W.). 2. A librarian, or one 
of several librarians, ranking next to 


the chief librarian or the associate 
librarian, and generally in charge of a 
particular part of the library’s work, 
or the activities of a group ’ of de- 
partments. 

Associate. A staff member dele- 
gated to assist in the discharge of a 
particular function, often with admin- 
istrative authority, but not in charge 
of the service. 

Associate Librarian. The one mem- 
ber of a library staff who ranks next 
to the librarian and whose work is 
chiefly administrative. 

Association Copy. A book that gives 
evidence, through bookplate, special 
binding, autograph, presentation in- 
scription, or marginal or other notes, 
of having had some special connection 
with the author, some distinguished 
individual, or a celebrated library or 
collection. 

Copies signed by the author for the 
trade, as a help to the sale of the book, 
are not considered true association 
copies. 

Association Library. A library owned 
or controlled by the members of an 
association which elects the govern- 
ing board. The governing board may 
or may not include municipal repre- 
sentatives. Membership is usually ob- 
tained by subscriptions to annual or 
life memberships, and service may be 
limited to members or persons desig- 
nated by them, or may be provided 
free to the community. 

Association Publication. See Society 
Publication. 

Asyndetic. Without cross references; 
said of a catalog. 
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Athenaeum* A name given to certain 
proprietary libraries, reading rooms, 
or buildings used as libraries, particu- 
larly in New England in the early part 
of the nineteenth century. 

Atlas. A volume of maps, plates, en- 
gravings, tables, etc., with or without 
descriptive letterpress. It may be an 
independent publication or it may 
have been issued to accompany one or 
more volumes of text. [C.] 

Attendant. A person on duty in a 
library room or at a library desk. 

Auction Catalog. A catalog of books 
from one or more private libraries 
offered for sale at auction. 

Audio-visual Materials. Aids to teach- 
ing through ear and eye, such as 
phonograph records, slides, and mo- 
tion-picture films. 

Author. 1. The writer of a hook, as 
distinguished from the translator, ed- 
itor, etc. 2. In the broader sense, the 
maker of the book or the person or 
body immediately responsible for its 
existence. Thus, a person who col- 
lects and puts together the writings 
of several authors (compiler or editor) 
may be said to be the author of a col- 
lection. A corporate body may he 
considered the author of publications 
issued in its name or by its authority. 
[C.] 

Author Abbreviation. See Secondary 
Fulness. 

Author Affiliation. In some special 
libraries, a statement on catalog cards 
of the organization with which each 


author is connected, thus indicating 
his experience and point of view. 

Author Analytic. An entry under 
author for a part of a work or of 
some article contained in a collection 
(volume of essays, serial, etc.) includ- 
ing a reference to the publication 
which contains the article or work 
entered. 

Author and Title Catalog. A catalog 
consisting of author and title entries, 
and sometimes entries for editors, 
translators, series, etc., but excluding 
subject entries. 

Author Authority Card. See Author- 
ity Card. 

Author Bibliography. A list of the 
books and articles by, or by and about, 
an author. 

Author Card. A catalog card con- 
taining an author entry. 

Author Catalog. An alphabetical 
catalog of author entries and author 
added entries such as editors, trans- 
lators, etc. 

Author Entry. An entry of a work in 
a catalog under its author’s name as 
heading, whether this be a main or an 
added heading. The author heading 
may consist of a personal or a cor- 
porate name or some substitute for it, 
e,g., initials, pseudonym, etc. [C.] 

Author Fulness. The full form of an 
author’s name xised in author entries 
in a catalog, as distinguished from 
secondary fulness. 

Author Heading. The form under 
which an author entry is made. 
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Author Indention. See “First” In- 
dention. 

Author Number. A combination of 
letters and figures assigned to each 
book for the purpose of preserving on 
the shelves an alphabetical arrange- 
ment by author under each class. 

Author Style. The use in author 
headings of black capitals and lower- 
case letters. Cf. Subject Style. 

Author Table. See Cutter Table; Cut- 
ter-Sanbom Table. 

Authority Card. An ofiicial card that 
gives the form selected for a heading 
in a catalog. If the heading is for a 
personal author, it has references to 
sources and a record of variant forms; 
if for a corporate author, sources, a 
brief history, and a statement about 
changes of name. Sometimes called 
Information Card. Cf. History Card. 

Authority List or File. An official list 
of forms selected as headings in a 
catalog, giving for author and cor- 
porate names and for the forms of 
entry of anonymous classics the 
sources used for establishing the forms, 
together vdth the variant forms. If the 
list is a name list, it is sometimes 
called Name List and Name File. 

Authorized Edition. An edition is- 

1 

sued with the consent of the author 
or the representative to whom he may 
have delegated his rights and privi- 
leges. 

Author’s Edition* 1. An edition of 
the collected or complete works of an 
author uniformly bound and having a 


collective title. 2, An edition author- 
ized by the author. 

Author’s Proof. A proof after cor- 
rection of compositor’s errors, sent to 
the author for his correction. 

Autobiography, A history of a per- 
son’s life written by himself. 

Autograph. 1. A manuscript in the 
author’s own handwriting. 2, A sig- 
nature. 

Automatic Book Carrier. See Book 
Conveyor. 

Automatic Book Charging. See 
Charging Machine. 

Automatic Book Delivery. A method 
of conveying library books from the 
stacks to the delivery desk by an end- 
less-belt device. 

Automatic Routing. In a special 
library, a plan whereby each issue of 
a periodical is automatically sent as 
it is received to a prearranged list of 
persons in the organization served by 
the library. 

Autonym. A person’s real name; or 
a work published under it. 

Azure Tooling. A binding decoration 
consisting of parallel lines or bars; 
derived from the use of thin hori- 
zontal lines in heraldry to indicate 
blue. 

Back. 1. The combined back edges 
of a volume, as seemed together and 
shaped for covering. Cf, Backbone, 
Spine, Shelf Back, Backstrip. 2. Short 
for backbone, shelf back, and back- 
strip. 
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Back Edge. The left-hand edge of a 
recto, corresponding to the right-hand 
edge of a verso. This is the binding 
edge in the case of the ordinary bound 
book. 

Back File. Numbers of a periodical 
preceding the current issue. 

Back Lining. 1. Generally, the ma- 
terial used to line the back of a book 
prior to encasing it in a loose back 
(or hollow back) cover. 2. The muslin 
reinforcement on the back of some 
paper-covered books. 3. Sometimes, 
in library binding, the paper used for 
stiffening the backbone of the cover. 
The preferred term for this is “inlay.” 

Back Margin. The left-hand margin 
of a printed recto and the right-hand 
margin of a printed verso. In the or- 
dinary book, the back margin is con- 
tiguous to the binding edge. Also 
known as Inner Margin, Inside Margin, 
Gutter Margin. 

Back Number. Any issue of a peri- 
odical or newspaper preceding the 
current issue. 

Backbone. That portion of the cover 
of a bound volume which stands ex- 
posed when ranged with others on a 
shelf in the usual way. Also called 
Spine, Shelf Back, and Back. 

Backstrip. 1. The spine (q.u.) of a 
book. Sometimes called Back. 2. That 
portion of a cover material which ex- 
tends from joint to joint. Sometimes 
called Back. 3. Erroneous usage for 
Inlay (def. 1) (q,v,). 

Ballopticon. A projection apparatus 
by which the image is projected by 
light reflected from the object. [M.] 


Banding. A binding decoration con- 
sisting of bands. 

Bands. 1. The cords or tapes on which 
the sections of a book are sewed, when 
not let into prepared saw cuts across 
the back. 2. The ridges across the 
backbone of certain leather-bound 
volumes. 3. Loosely, gold-creased 
lines across the backbone. 

Bank Letter. A bulletin issued at 
regular intervals by a bank, usually 
on general financial and business con- 
ditions. 

Banned Book. A publication censored 
by a government, an institution, or a 
religious organization because of its 
content or the beliefs and activities 
of its author, usually on patriotic, 
moral, or religious grounds. 

Base. 1. A substance that has an 
alkaline chemical reaction; it reacts 
with acids to form salts. 2. A sub- 
stance that has been coated with a 
light-sensitive material to form a pho- 
tographic film, ie., cellulose nitrate, 
cellulose acetate, or glass. [M.] 

Basket. See Bucket. 

Bastard Title. See Half Title (1). 

Battledore. An early form of primer, 
made of folded paper or cardboard, 
generally varnished on the inside, 
which, opened out, resembled in shape 
a hornbook without a handle. Some- 
times called Hornbook. 

Bead. An old term for headband. 
Beading. The twist of the silk in 
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headbands; so called from its re- 
semblance to a series of beads. 

Ben Day Process. A mechanical proc- 
ess for producing shaded tints on a 
printing plate by the use of gelatine 
films or screens marked with a variety 
of patterns. 

Bench Sewing. Sewing through the 
fold by hand on the sewing bench, to 
suspended cords, or tapes, arranged 
crosswise along the back edges. 

Best Books. A group of books con- 
sidered as most desirable or most 
authoritative in the several fields of 
knowledge or in a particular field. 

Best Seller. A current popular book 
in most active demand in book stores. 
In a broader sense, a standard book 
having a steady sale over a period of 
years.- 

Bevelled Boards. Bevel-edged bind- 
ing boards, now seldom used except 
for very large books. The top, front, 
and bottom edges only are bevelled. 

Bible Paper. A very thin, strong 
paper used for printing Bibles and 
other books requiring many pages in 
compact form. 

Bible Style. A term commonly used 
to designate any flexible round-cor- 
nered leather binding. 

Biblia Pauperum. Literally, Bible of 
the Poor. A type of medieval picture 
book, in either manuscript or printed 
form, containing illustrations of Scrip- 
tural subjects, with descriptive texts. 
It was one of the earliest block books. 


Bibliographer. 1. A person familiar 
with methods of describing the phys- 
ical characteristics of books, who pre- 
pares bibliographies, catalogs, and 
lists. 2. One who writes about books, 
especially in regard to their author- 
ship, date, typography, editions, etc.; 
one skilled in bibliography. [Def. 2, 
by permission; from The Century Dic- 
tionary and Cyclopedia, copyright, 
1895, by the Century Co.] 

Bibliographical Ghost, A book or an 
edition of a book, recorded in bibli- 
ographies or otherwise mentioned, of 
whose existence there is no reason- 
able proof. Also called Ghost. 

Bibliographical Note. 1. A note, often 
a footnote, containing a reference to 
one or more works used as sources 
for the work. 2. A note in a catalog 
or a bibliography, relating to the bibli- 
ographical history or description of a 
book. 3. A note in a catalog mention- 
ing a bibliography (often in the form 
of footnotes) contained in the book. 

Bibliography. 1. The study of the 
material form of books, with com- 
parison of variations in issues and 
copies, as a means of determining the 
history and transmission of texts. 2. 
The art of describing books correctly 
with respect to authorship, editions, 
physical form, etc. 3. The prepara- 
tion of lists of books, maps, etc. 4. A 
list of books, maps, etc., differing from 
a catalog in not being necessarily a 
list of materials in a collection, a 
library, or a group of libraries. 

Bibliology, The science of books, 
embracing knowledge of the physical 
book in all its aspects, as printing, 
bookbinding, bookselling, libraries, 
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and library science. Bibliography in 
its widest sense. 

Bibliomania. An intense desire for 
acquiring books. 

Bibliophile. A lover of books, espe- 
cially of their format. [By permission; 
from Webster’s New International 
Dictionary j Second Edition, copyright, 
1934, 1939, by G. & C. Mernam Co.] 

Bill. A draft of a proposed law in- 
troduced in a legislative body. 

Bill Drafting. In legislative reference 
libraries, the writing of a legislative 
bill, in which the library cooperates 
with the drafting department by gath- 
ering and preparing information 
needed. 

Bimonthly, (ti.) A publication issued 
every two months. 

Bin. An open or a closed compart- 
ment of a shelf, designed to hold a 
current issue or several recent issues 
of a periodical. Also called Pigeon- 
hole. 

Bind In. To fasten securely into the 
binding; said of supplementary ma- 
teriaL 

Binder. A container of heavy paper, 
pasteboard, or boards for protecting 
pamphlets, magazines, or clippings. 
Also called Cover. 

Binder’s Board. A high-qxiality 
single-ply, solid pulp board for book- 
binding, made to full thickness in one 
operation, from mixed papers, and 
kiln-dried or plate-dried. Sometimes 
called Millboard. 


Binder’s Date. The date on the back 
of a bound serial publication placed 
there by the binder. 

Binder’s Slip. See Binding Slip. 

Binder’s Title. The title lettered on 
the book by the binder, as distin- 
guished from the title on the publish- 
er’s original binding or cover. Cf. 
Cover Title. [C.] 

Bindery. An establishment that spe- 
cializes in one or another of the vari- 
ous kinds of bookbinding. 

Bindery Department. See Binding or 
Bindery Department. 

Bindery Record. See Binding or 
Bindery Record. 

Bindery Slip. See Binding Slip. 

Binding. 1. The process of producing 
a single volume from leaves, sheets, 
signatures, or issues of periodicals, or 
of covering such a volume. 2. The 
finished work produced by this pro- 
cess. 3. The cover of a voltime. 

Binding Book. A register in which 
the books sent to a binder for binding 
are recorded, with particulars as to 
lettering, style, color, etc. 

Binding or Bindery Department. 1. 
The department that prepares books, 
periodicals, and other material for 
binding or rebinding. 2. A bindery 
maintained by a library. 

Binding Edge. The edge of a volume, 
usually the back edge, that is to re- 
ceive the main binding treatment 
(sewing, rounding-and-backing, etc.). 
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Binding Proof. A few rough edges 
left on a trimmed volume to show that 
it has not been cut down excessively. 
Also called Proof. 

Binding or Bindery Record. A tem- 
porary or a permanent list of peri- 
odicals, other serials, and sets of books, 
sent to a bindery, with data as to title, 
style of binding, etc. 

Binding Slip. A slip of paper con- 
taining instructions for handling the 
particular item which accompanies it 
to the bindery. Also called Binder’s 
Slip, Bindery Slip, and Specification 
Slip. 

Biobibliography. A list of books by 
many authors which includes brief 
biographical data about them. 

Biographee. The person who is the 
subject of a biography. 

Biography. 1. A history of the life 
of an individual. 2. Collectively, his- 
tories of the lives of individuals; or, 
the branch of literature devoted to 
such writings. 

Biography or Who’s Who File. A 
card file, or a collection of clippings, 
etc., giving information about indi- 
viduals. 

Biscoe Time Number. A book num- 
ber expressing a date in abbreviated 
form, from a scheme devised by W. S. 
Biscoe for arranging books on shelves 
chronologically rather than alpha- 
betically. Sometimes called Biscoe 
Date Letter. 

Black Letter. See Gothic (2). 


Blackface (or Black-faced Type). See 
Boldface (or Bold-faced Type). 

Blanket. See Blanket Sheet. 

Blanket Sheet. A folio-sized news- 
paper, with four pages from one fold- 
ing of the sheet. Also called Blanket. 

Blanking. The stamping of a design 
on a cover without the use of ink or 
gilt, done by means of a heated brass 
die. Also called Blind Stamping. 

Bleed. 1. To trim printed matter so 
that the text or illustration is cut into. 
2. Of printing, especially illustrations, 
to run to the extreme edge of the page, 
leaving no margin. 

Bleed Illustration. An illustration 
printed so that it runs to the extreme 
edge of the page, leaving no margin. 

Blind Reference. A reference in a 
catalog, bibliography, or index from 
one heading to another under which 
no entry is foxmd. 

Blind Stamping. The stamping of an 
impression on a book cover without 
the use of gilt or some coloring ma- 
terial. Also called Embossing. C/. 
Blind Tooling. 

Blind Tooling. 1. The process of 
tooling a design on the cover of a 
book without putting on gilt, some- 
times preliminary to gold tooling on 
the design. 2. The design thus pro- 
duced on the cover. 

Block. 1. A piece of wood engraved 
for printing or stamping. 2. A piece of 
wood or metal on which is fastened a 
stereotype or other printing plate. 
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Block Accession. To accession books 
by lots, assigning a group of consecu- 
tive numbers to the books without 
giving particular numbers to indi- 
vidual books. 

Block Arrangement or Plan. A 
method of shelving books in a library 
in a regular shelf-to-shelf, case-to- 
case order according to classification. 

Block Book. A book printed from 
wooden blocks cut in relief, with illus- 
trations and text for each page on one 
block, a type of book common at about 
the time of the introduction of print- 
ing. Also known as Xylographic Book, 
and, in the plural, as Xylographica. 

Block Letter. See Sans-serif. 

Block Plan, See Block Arrangement 
or Plan. 

Block Print. A print made from a 
wood, linoleum, or metal block cut in 
relief. 

Block System. The sending of library 
units to school classrooms to suit cur- 
riculum needs, with frequent changes 
of titles. Also called Fluid Unit System. 

Blue Book. 1. A popular name for a 
government publication issued in a 
blue cover. 2. A popular name for a 
government publication that Usts offi- 
cials and gives other data about the 
government organization, c.g., a state 
manual. 3. In Great Britain, a title 
applied to official reports of Parlia- 
ment and the Privy Coxmcil, which 
are issued in blue paper covers. 

Blue Paper. A popular name for a 
daily record issued to members of the 


British Parliament reporting transac- 
tions of the preceding day in the 
House of Commons, with notices of 
new business. Issued in a blue cover. 

Blurb. A description and recom- 
mendation of a book prepared by the 
publisher and appearing generally on 
the book jacket. 

Board. The binder’s board, pasted 
board, chip board, news board, and 
laminated board used as a foundation 
for book covers. So called because 
wood was originally used. 

Board of Trustees, The governing 
board of a library. Also known as 
Library Board, Board of Directors, 
and Library Trustees. 

Board Paper. See Paste-down. 

Boards. A form of bookbinding in 
which the boards are covered with 
paper. Also called Paper Boards. C/. 
In boards. 

Bock. A kind of sheepskin leather, 
sometimes tised as a substitute for 
morocco. 

Body of a Book. The main part of a 
book that follows introductory matter 
and precedes appendixes and notes. 

Body Type. Type used for reading 
matter, as in the body of a book, as 
distinguished from display type, used 
in headings, display lines in advertise- 
ments, etc. 

Boldface (or Bold-faced Type). Type 
with lines made broader than normal. 
Also called Blackface (or Bladk-faced 
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Type). Formerly called Fatface (or 
Fat-faced Type). 

Bolt. A fold of the paper at the top 
edge, fore edge, or occasionally the 
foot, of an uncut or an unopened 
book. 

Bone Folder. A flat piece of bone six 
or eight inches long and about one 
inch wide, xised for folding paper and 
in book repairing. 

Book. 1. A collection of tablets of 
wood or ivory, of sheets of paper, 
parchment, or similar material, blank, 
written, or printed, strung or bound 
together; commonly, many folded and 
bound sheets, containing continuous 
printing or writing; esp., when printed, 
a boimd volume, or a volume of some 
size, as distinguished from a pamphlet. 
2. A volume without a cover; an un- 
cased volume, whether partly bound 
or not; the assembled pages considered 
apart from their enclosing case. 3. A 
literary composition; esp., a lon^ sys- 
tematic one. 4. A major division of a 
treatise or literary work. [By permis- 
sion; from WebsteFs New Interna-- 
tional Dictionary, Second Edition, 
copyright, 1934, 1939, by G. & C. Mer- 
riam Co.] 

Book Automobile, See Bookmobile. 

Book Box. See Cumdach. 

Book Brace. See Book Support. 

Book Capacity, See Shelf Capacity. 

Book Car, See Bookmobile. 

Book Card. A card placed in a book 
to be used in charging it. Sometimes 


called Book Slip, Charge Slip, and 
Charging Slip. 

Book Card File. See Charging File. 

( 1 ). 

Book Carriage. A single platform, or 
two reciprocating spring platforms, on 
which a book is held by clamps for 
microfilming. The platform slides back 
and forth on a runway to bring op- 
posite pages of the book into the field 
of exposure. [M.] 

Book Carrier. See Book Conveyor. 

Book Carrier, Pneumatic. See Pneu- 
matic Book Carrier. 

Book Charging Machine. See Charg- 
ing Machine. 

Book Chute. See Chute. 

Book Cloth. Cotton or linen cloth 
(colored, sized, glazed, and/or em- 
bossed or otherwise processed) de- 
signed for book covers. 

Book Conveyor. A mechanical de- 
vice for carrying books from place to 
place, which operates horizontally or 
vertically on the endless-chain prin- 
ciple, Also called Automatic Book 
Carrier, Book Carrier, Book Dis- 
tributor. 

Book Cover. See Cover. 

Book Cradle. See Bookholder. [M.] 

Book Display Case. See Display Case. 

Book Display Rack. See Display Case 
(1); Rack. 
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Book Distributor. See Book Con- 
veyor. 

Book Drive. A systematic intensive 
campaign to stimulate gifts of books 
to increase the collections of a library 
or for some other purpose. 

Book Elevator. See Book Lift. 

Book End. See Book Support. 

Book Fair. An exhibit of books 
sponsored by a group of booksellers 
and publishers, a library, or some 
other group, or by a combination of 
such agencies; in Europe conducted 
by booksellers and publishers as a 
book market. 

Book Hand. The handwriting used 
by scribes in preparing manuscript 
books before the introduction of print- 
ing, as distinguished from the cursive 
hand used for letters, documents, and 
other records. 

Book Hunter. A book collector, es- 
pecially one who searches for old and 
rare publications. 

Book Jacket. A detachable wrapper, 
plain or printed, flush with the covers 
at head and tail, but folded over be- 
tween the cover (both front and back) 
and the book proper. Also called Dust 
Cover, Dust Jacket, Dust Wrapper, 
Jacket, Jacket Cover, and Wrapper. 

Book Lift. A machine for carrying 
books from one floor or stack level to 
another, operated by hand or by 
power on the dumb-waiter principle. 
Also known as Book Elevator. 

Book List. A select list of titles in a 


library, or a publisher’s list of books, 
often with descriptive notes to aid in 
selection. 

Book Mark. See Book Number. 

Book Note. See Annotation (1). 

Book Number. A combination of let- 
ters and figures used to arrange books 
in the same classification number in 
alphabetical order. It usually con- 
sists of an author number and a work 
mark. Occasionally called Book Mark. 

Book of Hours. A medieval liturgical 
book, containing prayers, Psalms, and 
other devotional exercises, for reciting 
at the canonical hours; often a beauti- 
fully illuminated book. 

Book Paper. Paper used principally 
in the manufacture of books and mag- 
azines, as distinguished from news- 
print, and writing and cover papers. 

Book Piracy. See Pirated Edition. 

Book Pocket. A pocket of stiff paper, 
an envelope, or a slip of paper, pasted 
on the inside of a book cover to hold a 
book card or a borrower’s card. Also 
called Card Pocket and Pocket. 

Book Press. See Bookcase; Press. 

Book Press (Binding and Repair). 
A device for pressing books. 

Book Record. A record of books 
charged that shows by whom a book 
has been borrowed and when it is due. 

Book Rack. See Rack. 

Book Repair Department. See Re- 
pair Department. 
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Book Return Cabinet. See Bookbin 

( 1 ). 

Book Review. See Review (1). 

Book Room, A room containing the 
principal book collection of a library. 
Cf. Stack. 

Book Selection. 1. The process of 
choosing books for library collections. 
2. A library school course on the prin- 
ciples underlying the choice of ma- 
terial for various kinds of libraries 
and types of readers. 

Book Shrine. See Cumdach. 

Book Size. See Size (Books) . 

Book Slip. See Book Card. 

Book Stack. See Stack. 

Book* Stock. A library’s book col- 
lection. 

Book Support. A device of metal or 
wood to support a row of books. Also 
called Brace, Book Brace, and Book 
End. 

Book Trade Journal. A periodical 
issued by publishers or booksellers, 
individually or collectively, calling at- 
tention to books published or for sale, 
and sometimes including information 
about book production and distribu- 
tion and a current record of new 
books. 

Boi^ Tray. A low box for carrying 
books. It has three sides and is pro- 
vided with handles or perforations in 
the sides to facilitate handling. 


Book Trough. A V-shaped wooden 
shelf or rack for the display of hooks, 
often a part of a counter or loan desk. 

Book Truck. A small vehicle on 
wheels provided with two or three 
shelves, used for transporting books 
within a building. 

Book Turnover. The number of 
books circulated by a library or some 
unit of service during a fiscal period 
divided by the nxunber of volximes in 
its collection. 

Book Wagon. See Bookmobile. 

Book Week. 1. A week in November 
set aside for special celebration and 
exhibits by booksellers, librarians, 
and other groups, to stimulate interest 
in books and reading for children and 
yoimg people. 2. A week set aside for 
special celebration and exhibits by 
booksellers, librarians, and other 
groups, to stimulate interest in books 
in a particular field, as Catholic Book 
Week, Jewish Book Week, Religious 
Book Week, 

Bookbin. 1. A box or cabinet on 
wheels for moving books. Also called 
a Book Return Cabinet. 2, A space in 
a loan desk in which books are placed 
while waiting for later discharging 
routine. 

Bookbinding. See Binding. 

Bookcase. A case with shelves for 
books. 

Bookholder. Usually, a box with 
hinged glass top and two reciprocating 
spring platforms within, used to hold 
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bound materials immovable and flat 
while being microfilmed. [M.] 

Booklet. A small book, usually with 
paper covers; or a pamphlet. 

Bookmark. A piece of paper or other 
material to be slipped between the 
leaves of a book to mark a place. 
Also called Bookmarker and Marker. 
Cf. Register. 

Bookmarker. See Bookmark. 

Bookmobile. An automobile truck 
especially equipped to carry books 
and serve as a traveling branch 
library. Also called Book Automobile, 
Book Car, and Book Wagon. 

Bookplate. A label pasted in a book 
to indicate ownership and, sometimes, 
location in a library. 

Bookrest. A device for holding a book 
at a convenient angle for reading. 

Books for the Blind. Books prepared 
for reading by the blind. They are 
either embossed or recorded; e.g., 
books in braille or moon type, and 
talking books. 

Bookworm. 1. The larvae of various 
insects that injure old and unused 
books by working in leather bindings 
and boring small holes in the leaves. 
2, A person devoted to books who 
reads voraciously. 

Border. 1. An ornamental design 
along one or more sides of a page of 
an illuminated manuscript or of any 
body of printed matter, or surround- 
ing an illuminated miniature. 2. A 
binding ornamentation that runs close 


to the edges of the sides and, re- 
spectively, the spine, of a volume. To 
be distinguished from Frame. 

Borrower. A person to whom a 
library lends books. Also called Card 
Holder. 

Borrower’s Card. A card issued to a 
borrower on which a record of books 
borrowed by him is kept. Also called 
Library Card and Reader’s Card. 

Borrower’s Card Number. See Bor- 
rower’s Number. 

Borrowers’ File, See Application 
File; Registration Record or File. 

Borrower’s Number. The registration 
number assigned to a library patron. 
Also known as Borrower’s Card 
Number. 

Borrower’s Pocket. An envelope 
marked with a borrower’s name, used 
in charging books by the Browne 
charging system. 

Borrower’s Record. Entries under a 
borrower’s name or number showing 
aU books charged to him, usually with 
dates of issue and return. 

Borrowers’ Register, See Application 
File; Registration Record or File. 

Boss. A metal binding ornament on 
a cover to protect it from wear, usu- 
ally placed at the corners and the 
center. 

Boston Line. See Line Letter Type. 

Bound Volume. Any book that is 
boxmd; usually, a volume of a peri- 
odical in bound form. 
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^^Bound With.” See Independent. 

Bowdlerize. To expurgate the text 
of a book by omitting or changing 
objectionable words or passages; from 
the name of Thomas Bowdler, who in 
1818 issued an expurgated edition of 
Shakespeare. 

Box Edge. See Divinity Circuit. 

Box Pocket. A stiffened three-di- 
mensional pocket. 

Boxed. Enclosed in a box-like pro- 
tective container for display purposes 
or to keep several units together; said 
of a set of books. 

Brace. See Book Support. 

Bracket, (n.) One of the small rec- 
tangular marks [ 3 used in catalog- 
ing to enclose information supplied; 
called a square bracket. One of the 
angular marks < > used in cata- 
loging to enclose matter that appears 
in square brackets on a title page; 
called an angle bracket, (u.) To en- 
close in brackets. 

Bracket Shelf. A stack shelf at- 
tached to uprights by brackets that 
carry the shelf in cantilever fashion. 

Braille. A system of embossed print 
for the blind, that uses aU the com- 
binations of six dots arranged in 
groups or cells, three dots high and 
two dots wide; perfected and put into 
its present form by Louis Braille, a 
blind Frenchman. Braille is now in 
four grades: grade one, grade one 
and a half, grade two, and grade three. 


Braille, Grade One. Braille that con- 
tains no contractions, but has all 
words spelled m full, 

Braille, Grade One and a Half. A 
braille containing forty-four contrac- 
tions, used only in the United States; 
so called because it is intermediate 
between grades one and two of the 
English braille. 

Braille, Grade Two. In England prior 
to 1932, braille having nearly two 
hundred contractions; since , then 
superseded in England and America 
by Standard English Braille, grade 
two. 

Braille, Grade Three. An amplifica- 
tion of braille, grade two, in which 
many additional contractions are used. 
Practically no reading matter in this 
grade is available in this country to 
date. It is used only by a small num- 
ber of students and professional per- 
sons. 

Braille: Standard English Braille, 
Grades One and Two. The braille 
system as adopted and authorized in 
1932 by the British National Uniform 
Type Committee and the American 
Committee on Grade Two. It is a 
modification of the braille system as 
used in England prior to 19^2, with a 
few contractions omitted, a few added, 
and the rules governing the use of 
contractions somewhat changed. 

Braille Music Notation. A system of 
embossed music symbols based on the 
braille character used in braille print. 

Praiile Slate or Tablet. A device for 
writing braille consisting of two metal 
blades, one pitted with rows of braille 
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cells, the other with openings to locate 
the pitted cells. Paper is inserted be- 
tween the blades and the dots are 
made with a stylus, moving from right 
to left. 

Praille Writing Machine or Type- 
writer. A machine for writing braille, 
having six keys corresponding to the 
six dots of the braille cell. 

Branch. See Branch Library. 

Branch Department. The adminis- 
trative unit of a library that supervises 
the work of branches and sub- 
branches. 

Branch Librarian. The administra- 
tive head of a branch library. 

Branch Library. An auxiliary library 
with separate quarters, a permanent 
basic collection of books, a permanent 
ptaff, and a regular schedule. Also 
called Branch. 

Branch Registration. See Central 
Registration; Separate Registration. 

Branch Shelf List. 1. A shelf list in 
a branch library. 2. A union shelf list 
Jn a central library of books in the 
branches, subbranches, and other 
agencies. 

Bray Library. See Parish Library 

( 2 ). 

Break. A parting of adjacent sec- 
tions of a book caused by loosening 
of the sewing. 

Broad Classification. 1. Arrangement 
of subjects in a classification system 
in broad general divisions with a mini- 


paum of subdivision. 2. A method of 
classifying that places material in in- 
clusive divisions rather than in minute 
subdivisions of a classification scheme. 

Broadsheet. See Broadside. 

Broadside. A publication consisting 
of a single sheet (or less frequently, 
of a few conjoining sheets) bearing 
matter printed as a single page, on 
one side only of the sheet; usually in- 
tended to be posted, publicly dis- 
tributed, or sold, e.g., proclamations, 
handbills, ballad sheets, newssheets, 
sheet calendars, etc. Usually, though 
not necessarily, of quarto size or 
larger. Not synonymous with broad- 
sheet, which by several authorities is 
used to designate a single sheet pub- 
lication with each side printed as a 
single page. [C.] 

Brochure. A short printed work, 
consisting of only a few leaves, merely 
stitched together with thread or cord 
and not otherwise bound. Literally, a 
stitched work (from the French 
brocTier, to stitch). 

Broken. 1. Of a book, tending to 
open readily at a place or places 
where the binding has been forced or 
strained. 2. Of a leaf, folded over. 

Broken File. See Incomplete File. 

Broken Over. Of plates, folded or 
turned over a short distance from the 
back edge before being placed in the 
volume preparatory to binding, so that 
the plates may lie flat and be easily 
turned. 

Broker^s Circular. A circular pub- 
lished by a brokerage house, some- 
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times at regiilar intervals, containing 
descriptions of securities, usually of 
new issues. 

Browne Charging System. A single- 
entry method of recording book loans 
originated by Nina E, Browne, which 
uses a pocket bearing the borrower’s 
name to hold the book card of each 
book borrowed. The system is little 
used today. 

Brown’s Adjustable Classification. See 
Adjustable Classification. 

Brown’s Subject Classification. See 
Subject Classification. 

Browsing Period. See Free Reading 
Period. 

Browsing Boom. A comfortably and 
attractively furnished room in a 
library, with a collection of books for 
cultural and recreational reading. 

Brussels Classification. See Classi- 
fication Decimale Universelle. 

Bucket. That part of a book con- 
veyor in which books or conveyor 
trays are placed for transport. Some- 
times called Basket. 

Buckram. A filled book cloth with a 
heavy-weave cotton base. Originally 
applied only to a starch-filled fabric 
of this type; now also, loosely, any 
filled fabric with a heavy base. 

Buffing. A thin split of leather, usu- 
ally cowhide but sometimes sheep- 
skin; any split, other than the flesh 
side, usually the top or grain. 

Building Department. The person or 


persons responsible for the mainte- 
nance of the buildings and equipment 
of a large library system, and some- 
times the supervision of janitorial 
work. Also called Maintenance De- 
partment and Operations Department. 

Bulletin. A publication issued at reg- 
ular intervals by a government de- 
partment, a society, or an institution, 
usually numbered. 

Burnished Edges. Colored or gilded 
edges that have been polished, usually 
with a bloodstone or an agate. 

Business Branch. A branch of a pub- 
lic library easily accessible to the 
downtown section, furnishing for busi- 
ness and commercial interests of a 
city a working collection of books, 
directories, services, and other perti- 
nent materials. 

Business Firm Borrower’s Card. A 
card issued to a corporation, on which 
are charged books for the use of the 
organization. Sometimes called Cor- 
poration Card and Firm Card. 

By Authority. Published by permis- 
sion of a legally constituted official or 
body. 

Cabinet, Card, See Card Cabinet. 

Cadastral Map. A large-scale map or 
survey showing ownership and value 
of land, for use in apportioning taxes. 

Calendar. 1. A chronological list of 
documents, with annotations indicating 
or summarizing the contents of each. 
2. A schedule of events or discussions 
in the order in which they are to take 
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place, as of cases in court or of bills in 
a legislative body. 

Calendered Paper. A paper with a 
smooth and glossy or a watered ap- 
pearance produced by the paper’s 
passing between the rotating heated 
rolls of a specially constructed ma- 
chine called a calender. 

Calf. A smooth leather made from 
calfskin. 

Calf Finish, The smooth, ungrained 
finish of any animal skin tanned for 
bookbinding purposes. 

Calf Split. A split leather made from 
a calfskin. It is sometimes made with 
an embossed surface so as to resemble 
the original hair side of the skin. 

Call Card. A card that combines the 
functions of a book card and a call slip 
in a single-file charging system. 

CaUMark. See CaH Number. 

Call Number. Letters, figures, and 
symbols, separate or in combination, 
assigned to a book to indicate its loca- 
tion on shelves. It usually consists of 
class number and book number. Some- 
times known as Call Mark. 

Call Slip. A form which a borrower 
fills out when he wishes to borrow a 
book or to use a book not on open 
shelves. 

Call Station. See Delivery Station; 
Deposit Station. 

Calligraphy. The art of beautiful 
writing. [By permission; from The 


Century Dictionary and Cyclopedia, 
copyright, 1895, by the Century Co.] 

Cameo Binding, A style of binding 
having the center of the boards 
stamped in relief, in imitation of an- 
tique gems or medals. 

Camaieu. See Chiaroscuro. 

Cancel. Any part of a book (a leaf or 
leaves, or part of a leaf) intended to 
be substituted for the corresponding 
part of the book as originally printed. 
Called also Cancelans, and one such 
leaf a Canceling Leaf. A cancel for 
only part of a leaf now usually takes 
the form of a correction slip to be 
pasted on the original leaf, which is 
not removed. The term cancel applies 
only to the new part, and not to the 
part which it is intended to replace. 
[C.] 

Cancelandum. See Canceled leaf. 

Cancelans. See Cancel. 

Canceled Leaf, Leaves, Signatures, 
etc. The part of a book intended to 
be replaced by a cancel. Called also 
Cancelandum. [C.] 

Canceling Leaf. See Cancel. 

Capacity, See Conveyor Capacity; 
Shelf Capacity; Stack Capacity. 

Cape Morocco. A morocco made 
from Cape (South African) goatskins. 

Capital Writing. Ancient writing in 
Latin manuscripts, which consisted 
wholly of capital letters. 

Capsa. A cylindrical box used in Ro- 
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man libraries to hold one or more rolls 
standing upright. 

Caption. The heading at the begin- 
ning of the text or of a chapter, section, 
article, etc. Cf. Running Title, Head- 
line. [C.] 

Caption Title. The title of a work 
given at the beginning of the first page 
of the text. Called also Head Title, 
Text Title, or Drop-down Title. [C.] 

Card, (n.) A piece of cardboard used 
in making a library record, (u.) See 
SHp. 

Card, Borrower’s. See Borrower’s 
Card. 

Card Cabinet. A case of drawers or 
trays for storage of cards. 

Card Catalog. A catalog in which en- 
tries are on separate cards arranged 
in a definite order in drawers. 

Card Catalog Cabinet. See Card 
Catalog Case. 

Card Catalog Case. A filing cabinet of 
drawers or trays for holding a card 
catalog. Also called Card Catalog 
Cabinet and Catalog Case. 

Card Drawer. See Card Tray. 

Card Frame. See Label Holder. 

Card Holder. See Borrower. 

Card Number (Catalog cards). A 
ntunber, or a combination of a letter, 
letters, or a date and a number, that 
identifies a particular card in a stock 


of printed catalog cards, such as Li- 
brary of Congress cards. 

Card Number (Circulation) . See 
Borrower’s Number. 

Card Pocket. See Book Pocket. 

Card Repertory. See Union Catalog. 

Card Tray. A drawer for holding 
cards in a card cabinet. Also called 
Card Drawer, and in a card catalog 
case, Catalog Drawer and Catalog 
Tray. 

Card Tray (Circulation). Charg- 
ing Tray. 

Carnegie Library. One of the library 
buildings provided through funds 
given by Andrew Carnegie. 

Carolingian. Relating to a variety of 
handwriting developed under the in- 
fluence of Charlemagne that employed 
capitals, uncials, half-imcials, and mi- 
nuscules. 

Carrel (Carrell). An alcove for indi- 
vidual study in a library stack, formed 
by partitions or arrangement of shelv- 
ing. Also called Cubicle and Stall. 

Cartographer, One who prepares maps 
or charts, either by compilation or 
from original investigation and sur- 
veys. 

Cartouche. A scroll-shaped or other 
ornamental design, with a space con- 
taining an inscription, as on an old map. 

Cartridge. 1. A case, usually of 
leather or metal, for carrying readers’ 
slips, books, etc., through pneumatic 
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tubes. 2. A container for a roll of film 
that allows daylight loading of a 
camera. [M.] 

Cartulary (Chartulary)* 1. A collec- 
tion of charters, deeds, and other rec- 
ords, as of a monastery. 2. A register 
in which these are recorded. 3. A 
printed copy of such records. 

Case (Binding). 1. A book cover that 
is made complete before it is affixed 
to a book. 2. A slipcase (q.t?.). 

Case (Shelving). See Bookcase. 

Case Binding. A method of binding 
in which the book cover is made 
wholly separate from the book and 
later attached to it; distinguished from 
those methods in which the cover can- 
not be constructed as a separate xmit. 
Sometimes called Casework. 

Case Book. 1. A volume bound in a 
case binding. 2. (Usxxally Casebook.) 
A book that records for study and ref- 
erence real cases in law, sociology, 
psychology, or other fields. 

Casework. See Case Binding. 

Catalog. A list of books, maps, etc., 
arranged according to some definite 
plan. As distinguished from a bibli- 
ography it is a list which records, de- 
scribes, and indexes the resources of 
a collection, a library, or a group of 
libraries. [C.] 

In a special library it may include 
entries for material outside the library 
and for various types of material, e.g., 
entries for abstracts of periodical arti- 
cles and pamphlets, and entries under 
subject for research in progress and for 
organizations and individuals who are 


authoritative sources of information 
on specific subjects. 

Catalog Card. 1. One of the cards 
composing a card catalog. 2. A plain 
or a ruled card, generally of standard 
size, 7.5 cm. high and 12.5 cm. wide, to 
be used for entries in a catalog or some 
other record. 

Catalog Card Copy. See Process Slip. 

Catalog Case. See Card Catalog Case. 

Catalog Code. A body of rules for the 
entry of books, maps, etc., in a catalog. 

Catalog or Cataloging Department. 
1. The administrative unit of a library 
in charge of preparing the catalog, and, 
in many libraries, of classifying the 
books. 2. The library quarters where 
the cataloging processes are carried on. 

Catalog Drawer. See Card Tray. 

Catalog Slip. See Process Slip. 

Catalog Tray. See Card Tray. 

Cataloger. A librarian who deter- 
mines the forms of entry and prepares 
the bibliographical descriptions for a 
catalog, and, in many libraries, classi- 
fies the books and assigns subject 
headings. 

Cataloger’s Slip. See Process Slip, 

Cataloging. The process of prepar- 
ing a catalog, or entries for a catalog. 
In a broad sense, all the processes 
connected with the preparation and 
maintaining of a catalog, including 
classification and assignment of sub- 
ject headings. In a narrower s^aae, 
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the determining of the forms of entry 
and preparing the bibliographical de- 
scriptions for a catalog. 

Cataloging, Centralized, See Central- 
ized Cataloging. 

Cataloging, Cooperative, See Coop- 
erative Cataloging. 

Cataloging, Descriptive, See Descrip- 
tive Cataloging. 

Cataloging, Subject. See Subject 
Cataloging. 

Cataloging Department. See Catalog 
or Cataloging Department. 

Cataloging Process Slip. See Process 
SHp. 

Catalogue Baisonne. See Classed 
Catalog. 

Catch Letters. A group of letters at 
the top of a page indicating the first or 
last word of a page or a column in a 
reference book such as a dictionary. 

Catdh Stitch, In bookbinding, any 
kind of lock stitch or kettle stitch. 

Catchword. 1. The word (or part of 
a word) given at the foot of a page or 
at the foot of the last verso of a gather- 
ing, below the end of the last line, an- 
ticipating the first word of the page or 
leaf following. Rarely found in mod- 
em books. [C.] 2. A word placed at 
the top of a page or a column, repeat- 
ing the first or the last heading of the 
page or the column, as in a dictionary. 
Also called Guide Word, Key Word, 
and Direction Word. 3. A significant 
word used in an index as the first word 
of an entry. 


Catchword Entry, An entry in a cata- 
log, list, or index under a secondary 
part of the title as given on the title 
page, as a striking word or phrase that 
is likely to be remembered. 

Catchword Index. An index with en- 
tries imder a significant word or 
phrase. 

Catchword Title. A partial title con- 
sisting of some striking word or phrase 
likely to be remembered by an en- 
quirer. 

“Categorical” Table. A list of forms 
and other qualifications applicable to 
any subject, with corresponding num- 
bers, to be used for subdivision of 
topics in Brown’s Subject Classified^ 
tion. 

Cellulose Acetate. An acetate salt of 
cellulose that is used as a photographic 
film base. It is often called “safety 
film” since it is not readily combusti- 
ble. [M.] 

CeOulose Nitrate. Nitrated cellulose 
that is the main constituent of celluloid 
and is used as a photographic film base. 
It is highly inflammable. [M.] 

Central Catalog. 1. The catalog of the 
central library of a library system. 
Also called Main Catalog or Geneiral 
Catalog. 2. A catalog in a central li- 
brary of all the collections of a library 
syst^. 

Central Library. The library which 
is the administrative center of a library 
system, where the principal collections 
are kept and handled. Also called Main 
labrary. 
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Central Registration. A . method of 
recording all borrowers in a union file 
at the central library whether borrow- 
ers' cards are issued at the central 
library or at a branch. 

Central Shelf List. 1. A shelf list for 
the main library of a library system. 
Sometimes called Main Shelf List. 2. A 
combined shelf list for books in a main 
library and its branches or for a system 
of school libraries. Also called Union 
Shelf List. 

Centralized Cataloging. 1. The prep- 
aration in one library or a central 
agency of catalogs for all the libraries 
of a system. 2. The preparation of cata- 
log cards by one library or other 
agency which distributes them to li- 
braries. 

Cerif. See Serif. 

Certification. The action taken by a 
legally authorized state body on the 
professional or technical qualifications 
of librarians and library workers in 
publicly supported libraries, based on 
standards adopted by the body, or 
similar action on a voluntary basis by 
a professional group such as a state 
library association. 

Certified Bindery. A library bindery 
which has been approved as qualifying 
under the Certification Plan of the 
Joint Committee of the American Li- 
brary Association and the Library 
Binding Institute. 

Chafed. Having its surface worn by 
rubbing, as the cover of a book. 

Chain Line. One of the parallel lines, 
usually about an inch apart, that ap- 


pear in nandmade or laid paper; pro- 
duced in the process of manufacture. 
Running across the narrow way of the 
sheet of paper, chain lines are vertical 
in a folio book and in an octavo book, 
horizontal in a quarto book. Also called 
Chain Mark. 

Chain Mark. See Chain Line. 

Chain Stitch, See Kettle Stitch. 

Chained Book. A book attached to a 
shelf or a reading desk by a chain to 
prevent theft. 

Chalk Manner. See Crayon Manner. 

Changed Title. A title used in a later 
edition or a reprint of a book, which 
differs from the title of the original 
edition. 

Chapbook. 1. A small, cheap paper- 
bound book containing usually some 
popular tale, legend, poem, or ballad, 
sold by hawkers or “chapmen',' in the 
seventeenth and eighteenth centuries. 
2. A modem pamphlet suggestive of 
this type of publication. 

Chapter Heading or Head. A heading 
placed above the text at the beginning 
of a chapter. 

Charge. A record of the loan of a 
book. 

Charge Record (File material). See 
Out Guide. 

Charge Slip. See Book Card. 

Charging Department. See Circula- 
tion Department. 
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Charging Desk. See Circulation Desk. 

Charging File. 1. A record of books 
loaned, usually consisting of book 
cards arranged by date or call number. 
Sometimes called Book Card File and 
Circulation File. 2. A charging tray. 

Charging Guide. See Date Guide. 

Charging Machine. A mechanical de- 
vice for recording book loans. Also 
called Book Charging Machine, 

Charging Slip. See Book Card. 

Charging System. The method used 
in keeping a record of books loaned. 
Also called Loan System. 

Charging Tray. A box for holding 
the record of books loaned. Also 
called Card Tray. 

Charging Tray Guide. See Date 
Guide. 

Chart. 1. A map especially designed 
to meet the requirements of naviga- 
tors, showing soundings, currents, 
shoals, coastlines, ports, harbors, com- 
pass variations, etc. Charts include 
Portolan “maps.” 2. A map exhibiting 
meteorological phenomena (baromet- 
ric pressure, weather, climate, etc.) or 
magnetic variations. 3. A map of the 
heavens (star map) . In collation, fig- 
ures showing distances, dimensions, or 
motion of celestial bodies are consid- 
ered diagrams. [Ca.] 

Charter Hand. See Court Hand. 

Chartulary. See Cartulary, 

Chased Edges. See Goffered or Gauf- 
fered Edges. 


Check List. 1. A comprehensive list 
of books, periodicals, or other mate- 
rial, with the minimum of description 
and annotation needed for identifica- 
tion of the works recorded. 2. A record 
of volumes and parts of serials or con- 
tinuations received by a library. 

Checklist Classification. See Docu- 
ments Office Classification. 

Chiaroscuro. 1. A system of printing 
engravings by the use of several blocks 
or plates to represent light and dark 
shades. The word means clear-ob- 
scure, that is, balanced light and shade. 
Also known as Camateu and Claro ob- 
scure. 2. A print so produced. 

Chief, (a.) A personnel rating term 
applied to a librarian in charge of a 
library or of a particular type of work, 
e.g., chief librarian, chief cataloger. 
(n.) The head of a department or a 
division having a staff of two or more, 
e.g., chief of reference department. 

Chiffon Silk. A strong and durable 
silk material used for repairing and 
reinforcing paper, so sheer that the 
finest print is clearly legible through it. 

Children’s Book Week. See Book 
Week. 

Children’s Department. 1. The part 
of a library devoted to the reading of 
children. 2. The administrative unit of 
a public library system that has charge 
of work with chil<L‘en in the central 
children’s room and all other agencies 
offering library service to children. 
Sometimes known as Junior Depart- 
ment and Juvenile Department. 
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Children’s Librarian. 1. The librar- 
ian in charge of work with children 
in a department having a staff of less 
than two. Cf» Chief. 2. A professional 
assistant in a children’s department 
assigned to one of the agencies in a 
library system giving service to chil- 
dren, usually a branch library or the 
central children’s room. 

Children’s Library. A library de- 
voted exclusively to service for chil- 
dren. 

Children’s Room. A room in the main 
building or in a branch of a public 
library set aside for service to children. 

China Paper. See Chinese Paper. 

Chinese Paper. A soft and very thin 
yellowish paper made in China from 
bamboo fiber and used for impressions 
of engravings. Same as India Proof 
Paper. Also caEed China Paper. 

Chinese Style. Having pages printed 
on double leaves, ie., with imopened 
folds at the fore edges, and interior 
pages blank. The term Japanese Style 
is used when a Japanese book of the 
same type is described in cataloging. 
[Ca.] 

Chrestomathy. A collection of ex- 
tracts and choice pieces, especially 
from a foreign language, with notes of 
explanation and instruction. [By per- 
mission; from The Century Dictionary 
and Cyclopedia, copyright, 1895, hy the 
Century Co.] 

Chromatic Aberration. A distortion 
of an image by a lens that does not 
focus different-colored light in one 


plane. To the eye it looks like a rain- 
bow at the edges of the image. [M.] 

Chromolithography. A method of 
lithographic printing m colors by 
means of separate stones or plates for 
the various colors, with some colors 
printed over others. Also called Color 
Lithography. 

Chronogram. A motto or inscription 
in which occur Roman numerals, often 
written as upper-case letters, that,, 
added together or read in sequence, 
express a date. 

Chronologic Filing System. A sub- 
arrangement of material according to 
date within any filing system. 

Chronologic Order. An arrangement 
by date of copyright, imprint, or cov- 
erage, of subject cards in a catalog or 
of material itself; employed consist- 
ently under all subjects, or under such 
subjects as have a time element of sig- 
nificance, or for certain types of ma- 
terial, such as periodical articles or 
newspaper clippings. 

Chrysography. 1. The art of writing 
in gold letters, as practiced by medie- 
val writers of manuscripts. 2. Hand- 
writing in gold, as in medieval manu- 
scripts. 

Chute. A sloping channel through 
which books or book containers may 
slide to a lower level. Also csflled Book 
Chute. 

Circa. Latin, about. Prefixed to a 
date to indicate approximation. 

Circuit Edges. See Divinity Edges 

( 2 ). 
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Circulating Book. A book that may 
be taken from a library for use outside 
the building. 

Circulating Library, 1. A library that 
lends books for use outside the library. 
The term is now used almost exclu- 
sively for a commercial rental library. 
2. One of the small groups of books 
owned by a county school district and 
sent in rotation to the various schools 
of the district. 

Circulation. 1. The activity of a li- 
brary in lending books to borrowers 
and keeping records of the loans. 2. 
The total number of volumes, includ- 
iag pamphlets and periodicals, loaned 
during a given period for use outside 
the library. The term is used more 
commonly than its synonym, Issue. 

Circulation Department. 1. The part 
of a library from which books for out- 
side use are lent regularly to adults 
and young people, 2. The administra- 
tive mat in charge of all the routines 
connected with lending books for out- 
side use to adults and young people. 
Also called Delivery Department, Is- 
suing Department, Lending Depart- 
ment, Loan Department. 

Circulation Desk. A counter or desk 
where books are issued and returned. 
Also called, according to division of 
the work. Charging Desk, Delivery 
Desk, Issue Desk, Lending Desk, Loan 
Desk, Discharging Desk, ' Receiving 
Desk, Return Desk, Slipping Desk. 

Circulation File, See Charging File 

( 1 ). 

Circulation Record. 1. A record of 
books Aarged. Also called Loan Rec- 


ord. 2. Statistics of the number of 
books charged daily for a given period. 
Also called Circulation Statistics. 3. 
The record on a book card of the num- 
ber of times the book has been bor- 
rowed. 

Circulation Statistics. See Circula- 
tion Record (2). 

Citation. 1. A note of reference to a 
work from which a passage is quoted 
or to some source as authority for a 
statement or proposition. 2. Especially, 
in law books, a quotation from, or a 
reference to, statutes, decided cases, or 
other authorities. 

Claro Obscuro. See Chiaroscuro, 

Clasp. A metal fastening for a book 
or albtim; sometimes arranged with a 
lock. 

Class, A division of a classification 
scheme imder which are grouped sub- 
jects that have common characteris- 
tics. 

Class ‘‘A” Library Binding. Library 
binding that meets the standards set 
forth in the Minimum Specifications as 
promulgated by the Joint Committee 
of the American Library Association 
and the Library Binding Institute. 

Class Catalog. See Classed Catalog. 

Class Entry. Listing a book in a cata- 
log under the name of the class, that 
is, its general subject; in distinction 
from specific entry. 

Class Heading. The word or phrase 
that designates a division in a system- 
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atic scheme of classification or in a 
classed catalog. 

Class Letter. The letter used to des- 
ignate a specific division of a classifi- 
cation scheme whose notation consists, 
wholly or in part, of the letters of the 
alphabet. 

Class Librarian. iSee Classroom Li- 
brarian. 

Class Mark. See Class Number (2), 

Class Number. 1. A number used to 
designate a specific division of a classi- 
fication scheme whose notation con- 
sists wholly or in part of numerals. 
Also called Classification Number. 2. 
The notation added to a book and to 
its entry in a catalog to show the class 
to which it belongs and indicate its 
location on the shelves of a library, 
in accordance with the classification 
scheme in use. Sometimes called Class 
Mark. 

Class of Positions. A group of posi- 
tions so nearly alike in character as to 
be designated by the same title and to 
require the same qualifications of per- 
sonnel and the same schedule of com- 
pensation. 

Classed Catalog. A catalog arranged 
by subject according to a systematic 
scheme of classification. Also called 
Class Catalog, Classified Catalog, Sys- 
tematic Catalog, Classified Subject 
Catalog, and Catalogue raisonne. 

Classic. 1. A work of such excellence 
that it is considered representative of 
the best in world literature, a national 
literature, or the literature of a sub- 


ject. 2. PL Works of Greek and Latin 
authors. 

Classification. 1. A systematic scheme 
for the arrangement of books and 
other material according to subject or 
form. 2. The assigning of books to their 
proper places in a system of classifica- 
tion. 3. In archives administration, the 
arrangement in logical order of the 
series or files within a record group or 
of the record groups within an archival 
collection. 

Classification, Adjustable. See Ad- 
justable Classification. 

Classification, Decimal. See Decimal 
Classification. 

Classification and Pay Plan for 1^41- 
brary Positions. A recommended 
standard system of naming library 
positions in accordance with modern 
personnel terminology, and defining 
and grouping them through analysis 
of types of work performed and quali- 
fications considered essential for each, 
with a definite scheme of promotion 
and schedule of compensation. Also, 
the written specifications and rules of 
administration for such a system. 

Classification Chart. A synopsis of a 
classification scheme, designed to as- 
si^ patrons in finding books in a li- 
brary. 

Classification Code. A formulation of 
principles and rules by which con- 
sistency may be maintained by the 
classifier in assigning books to their 
appropriate places in a system of clas- 
sification. 

Classification Decimale Universelle. 
A classification system based on the 
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Dewey Decimal Classification, ex- 
panded and modified by an interna- 
tional group of experts. Also known as 
the Brussels Classification. 

Classification Number, See Class 
Number (1). 

Classification of Libraries, A group- 
ing or grading of libraries according 
to certain common characteristics or 
standards based on weighted criteria 
with point scores. 

Classification Schedule. The printed 
scheme of a particular system of clas- 
sification. 

Classification System. A particular 
scheme of classification, such as the 
Decimal Classification and the Library 
of Congress Classification. 

Classified Catalog. See Classed Cata- 
log. 

Classified Filing System. Arrange- 
ment by subjects in a logical sequence, 
usually indicated by numbers or sym- 
bols. 

Classified Index. An index in which 
topics are grouped under broad sub- 
jects of which they form a part. 

Classified Subject Catalog. See 
Classed Catalog. 

Classified Subject Index. See Classi- 
fied Index. 

Classifier. A librarian who assigns 
books to their proper place in a sys- 
tem of classification. 


Classroom Deposit. See Classroom 
Library (1). 

Classroom Librarian. A student ap- 
pointed to keep the books on deposit 
in a classroom library in order and to 
issue them to students, or to serve as 
a representative of the classroom in 
its relations with the school library. 
Sometimes called Class Librarian. 

Classroom Library. 1. A semi-per- 
manent or a temporary collection of 
books deposited in a schoolroom by a 
public or a school library. Also called 
Classroom Deposit, Grade Library, 
and Schoolroom Library. 2. A group 
of books from a college library sent 
to a classroom for use by instructors 
and students. 

Classroom Loan. A small collection 
of books, usually material on a cur- 
rent school project, sent to a classroom 
for a limited period by a public or a 
school library. 

Clay Tablet. An ancient Mesopota- 
mian form of record inscribed in cu- 
neiform writing on a piece of clay, 
varied m form. 

Clearing House of Information. A 
term sometimes applied to a special 
library which has a limited amount of 
published material on file but gathers 
information by telephone and corre- 
spondence, and by the use of other 
libraries. 

Clerical Assistant. A person who per- 
forms under supervision duties re- 
quiring experience, speed, accuracy, 
and clerical ability, but not knowledge 
of the theory of library work. 
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Cliche. A stereotype or electrotype 
plate. 

Clientele. The borrowers and users 
of a library, as a whole. Specifically, 
the persons served by a special library. 

Clippingr Bureau. A commercial or- 
ganization which clips articles on spe- 
cific subjects from newspapers and 
\ magazines and forwards them to cli- 
ents on a fee basis. 

Clipping or Clippings File. A collec- 
tion of clippings from current news- 
papers and periodicals, and other 
soinrces, arranged in some definite or- 
der in a vertical file. Also called Clip- 
ping Collection. 

Clipping Service. A daily activity in 
many special organization libraries 
which includes clipping items of con- 
cern to the work of the organization, 
and sending them to officials, etc., of 
the organization. 

Close Classification. 1. Arrangement 
of subjects in a classification system 
in minute subdivisions imder inclusive 
divisions. 2. A method of classifying 
books that places them in minute sub- 
divisions rather than in inclusive divi- 
sions of a classification scheme. 

Close Score. The score of a musical 
work for three or more voices, in 
which the music is printed on two 
staves. 

Closed Entry. An entry with com- 
pleted bibliographical information cov- 
ering all parts of a given work, viz., 
a complete set. [Ca.] 

Closed Joint. The type of joint ob- 
tained when cover boards are laced on. 


Opposed to French Joint. Also called 
Tight Joint. 

Closed Reserve. A collection of books 
placed on reserve in a tmiversity, col- 
lege, or high school library and only 
available to students through loans for 
short periods. 

Closed Shelves. Library shelves not 
open to the public, or open to a lim- 
ited group only, as in a college or uni- 
versity library. Also known as Closed 
Stack. 

Closed Stack. See Closed Shelves. 

Cloth. A generic term applied indis- 
criminately to the binding of any vol- 
ume fully boimd in cloth. 

Cloth Sides. Having cloth as the side 
material, as in half, quarter, and three- 
quarter binding. 

Clothbound. Bound in full cloth, with 
stiff boards. 

Coated Paper. A very smooth paper 
produced by adding a composition of 
a mineral such as china clay and an 
adhesive to the original surface. Also 
known as Surface Paper and Enam- 
elled Paper. 

Co-author. See Joint Author. 

Cockle, (v.) To wrinkle or pucker, 
from heat or humidity; said of paper 
and boards, (n.) A puckering effect 
of heat or humidity on paper or boards. 

Code, Catalog. See Catalog Code. 

Code, Filing. See Filing Code, 
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Codex. An ancient manuscript writ- 
ten on wax-covered tablets called co- 
dices; later, a manuscript on sheets of 
paper or vellum bound together like a 
book. 

Coil Binding. See Spiral Binding. 

Cole Size Card. A card devised by 
George Watson Cole for determining 
the sizes of books. 

Collaborator. A person who works 
with one or more associates in writing 
a book. 

Collate. 1. To ascertain, usually by 
examination of signatures, pages, 
leaves, and illustrations, whether or 
not a copy of a book is complete and 
perfect; also to compare it with de- 
scriptions of perfect or apparently per- 
fect copies foimd in bibliographies. 2. 
To compare minutely, page for page, 
and line for line, in order to determine 
whether or not two books are identical 
copies or variants. [C.] 

Collation. That part of the catalog 
entry which describes the work as a 
material object, enumerating its vol- 
limes, pages, size, etc., and the type 
and character of its illustrations. [Ca.] 

Collation [by Signature]. A list of 
the signatures with indications of the 
number of leaves in the various gath- 
erings. 

Collected Documents. Annual or bi- 
eimial reports of the various offices of 
a state collected annually or biennially 
in a boimd volume imder a collective 
title; c.g., Connecticut Public Docu- 
ments, Legislative Documents of New 
York State. 


Collected Edition. An edition of an 
author’s works previously published 
separately (sometimes by different 
publishers) issued in one volume or in 
several volumes in xmiform style. 

Collected Works. A complete, or 
nearly complete, collection of an au- 
thor’s published and unpublished 
works, issued by a publisher in one 
volume or in several uniform volumes, 
usually with an inclusive title. 

Collection. A number of separate 
works or parts of works, not forming ^ 
a treatise or monograph on a single 
subject, combined and issued together 
as a whole. [C.] 

Collection (Archives) . 1. An assem- 
blage of record groups. 2. An assem- 
blage of documents segregated from 
various record groups to facilitate 
preservation or servicing, as a map 
collection or a collection of indexes. 

Collective Biography. A work (or, 
collectively, works) consisting of sep- 
arate accounts of the lives of a number 
of persons. 

Collective Title. An inclusive title for 
a publication containing several works, 
as the collected works of an author or 
a composer, a collection of an author’s 
or a composer’s works of a certain 
type; or an inclusive title for the sev- 
eral works issued in a series. 

College Library, 1. A library form- 
ing an integral part of a college, or- 
ganized and administered to meet the 
needs of its students and faculty. 2. 
In a university library system, a li- 
brary with a collection of books 
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related to the work of a particular col- 
lege and administered separately by 
the college or as a part of the univer- 
sity library, 3. A library in a residen- 
tial house at Yale serving one of the 
residential groups or colleges into 
which the undergraduate students are 
divided. 

Collotype. 1. A planographic proc- 
ess of printing pictures similar to li- 
thography, which produces accurate 
gradation of tone by the use of a 
gelatine-covered plate. Also called 
Photogelatine Process, Gelatine Proc- 
ess, and by the German term, Lic/it- 
druck. Includes processes known as 
Albertype (or Alberttype) , Aquatone, 
Artotype, Heliotype, Phototype. 2. A 
print made by this process. 

Colon Abbreviations. Abbreviations 
for the most common forenames, 
formed of the initial followed by : for 
men and . , for women. 

Colon ClasslOcation. A classification 
scheme prepared by S. A. Rangana- 
than which uses the colon to separate 
certain parts of a class number, 

Colophon. A statement given in a 
book at the end of the text proper 
(frequently in early printed works 
though only occasionally in modern) 
giving some or all of the following par- 
ticulars: the title or subject of the 
work, the name of the author, the name 
of the printer or the publisher (or 
both) and the place and date of print- 
ing. In addition there may be the de- 
vice of the printer or the publisher, 
which alone would not constitute a 
colophon. [C,] 


Colophon Date. The date given in the 
colophon. [C.] 

Color-band Filing. An arrangement 
of books and pamphlets by means of 
colored bands pasted at varying 
heights across the backs to indicate an 
alphabetical, geographical, or other 
order. 

Color-blind Film. Photographic film 
that is not sensitive to ail colors. [M.] 

“Color Books.” A popular name for 
volumes containing documents and 
other material issued by governments 
in time of war or other crises to state 
their cases, each country using covers 
of a distinctive color, e.g., the French 
Yellow Book, the German White 
Book. 

Color Filter. See Filter. [M,] 

Color Lithography. See Chromoli- 
thography. 

Color Print. A print in more than one 
color, made either from one plate or 
block, or from two or more, as in Jap- 
anese wood-block prints. It may also 
be produced by the half-tone process, 
through the use of color filters, with 
successive printing of plates. 

Color Sensitivity. See Sensitivity. 
[M.] 

Color Slide. Usually, a single, mount- 
ed frame of a color film. [M.] 

Column. One of two or more vertical 
sections of printed matter separated 
from each other by a rule or a blank 
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space, as in newspapers and some 
books. 

Column, Stack. See Stack Column. 

Command Paper, A paper presented 
to the British Parliament by a depart- 
ment without a formal order of one of 
the Houses of Parliament, theoreti- 
cally by command of the sovereign. 

Commentary. A collection of explan- 
atory or critical notes on a work, either 
issued independently or accompanying 
the text; c.g., a commentary on the 
Bible. 

Company File. See Corporation or 
Company File. 

Company History File. See Organi- 
zation (or Company) History File. 

Compartment. A double-faced tier 

(q.u.). 

Compass Map. See Portolan Chart. 

Compendium or Compend. A work 
that presents in condensed form the 
principal points of a larger work; or, 
a work that treats a large subject 
briefly or in outline. 

Compensation Guard. One of several 
short stubs bound in a volume to bal- 
ance the space taken up by bulky in- 
serts. 

Competitor File. In business and 
other special libraries, a file containing 
information or material about compa- 
nies and other organizations carrying 
on activities similar to those of the or- 
.ganization with which the library is 
connected. 


Compilation. A work formed by 
gathering material from other books 
or writings. 

Compiler. One who produces a work 
by collecting and putting together 
written or printed matter from the 
works of various authors. Also, one 
who chooses and combines into one 
work selections or quotations from 
one author. [C.] 

Composite Volume. A bound volume 
made up of two or more separately 
published works, such as pamphlets. 

Composite Work. A treatise on a sin- 
gle subject produced through the col- 
laboration of two or more authors, the 
contribution of each forming a distinct 
section or part of the complete work. 

[C.] 

Compound Name. A name formed 
from two or more proper names, often 
connected by a hyphen, a conjunction, 
or a preposition. [C.] * 

Concealed Joint. A type of end-paper 
joint so constructed that the reinforc- 
ing fabric is concealed by the paper. 

Concordance. An index of the prin- 
cipal words in the Bible or the works 
of an author, showing location in the 
text, generally giving context, and 
sometimes defining the words. 

Condemned Book. See Banned Book; 
Index Librorum Prohibitorum. 

Condenser. A large lens, or a system 
of two large lenses, used in a projector 
to collect and focus on the image to 
be projected the light from the light 
source. [M.] 
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Conditioning. The process of drying 
and sometimes hardening film after 
development. [M,] 

Conference Room. A room set aside 
for the use of small groups when work 
with library materials is necessary to 
the development of an assignment or 
project. Found more frequently in 
school and college than in public li- 
raries. 

Confidential File, In a special organ- 
ization library^ a file of material which 
is segregated and used only under cer- 
tain definite restrictions. 

Congressional Documents. See Con- 
gressional Edition. 

Congressional Edition. A special edi- 
tion of United States Senate and House 
journals, reports, and documents, 
grouped in series and numbered con- 
secutively, which Congress orders to 
be printed in this form after each 
Congress. Also known as Congres- 
sional Documents, Congressional Se- 
ries, Congressional Set, Serial Set, 
Sheep-bound Set. 

Congressional Series. See Congres- 
sional Edition. 

Congressional Set. See Congressional 
Edition. 

Conjugate Leaves. Two leaves which, 
when traced through the sewed fold, 
are foimd to form a continuous piece 
of paper. [C.] 

Consideration File. A current tem- 
porary file of titles suggested for pur- 
chase, consisting of order cards, pub- 
lishers’ notices, etc. 


Consolidated Index. A combined in- 
dex to several volumes or a long run 
of a serial publication, or to several 
independent works or serial publica- 
tions. 

Consolidated or Union Trade Catalog. 
A compilation of data from several 
manufacturers in a single industry or 
group of allied industries; published 
for sale or rent by commercial pub- 
lishers, or, more often, as an advertis- 
ing venture, when it is usually free to 
certain libraries. Sometimes published 
by trade periodicals, either free to 
subscribers as a special or supplemen- 
tary issue, or at an additional fee. 

Conspectus. 1. A general survey of 
a subject. 2. A compact, systematic, 
sometimes tabular arrangement, as of 
items or facts. 

Consultant. 1. A specialist in a par- 
ticular subject associated with a li- 
brary staff as adviser to staff and 
public, as in the Library of Congress. 
2. A librarian acting as adviser to an- 
other librarian or to an institution in 
connection with special problems. 

Consulting Librarian. See Consult- 
ant. 

Contact Print. A print produced by 
having the sensitive film or paper in 
direct contact with the negative. [M.] 

Contact Printing. A method for pro- 
ducing contact prints. [M.] 

Contemporary Binding. A binding 
produced in the period of publication 
of a given book. 

Contents. See Table of Contents. 
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Contents Book. A loose-leaf book 
listing contents of books, or titles of 
volumes or numbers of continuations 
and seriak; sometimes used in place of 
listing on catalog cards. 

Contents Note. A note in a catalog or 
a bibliography entry that lists the con- 
tents of a work. 

Continuation. 1. A work issued as a 
supplement to one previously issued. 
2. A part issued in continuance of a 
book, a serial, or a series. [C.] 

Continuation Card. 1. A form used 
for ordering a continuation. 2. A form 
used for checking niimbers of contin- 
uations as they are received. 3. An 
extension card (g.v.). 

Continuation File. A list of serials, 
sets appearing at irregular intervals, 
and books in series, recording num- 
bers and parts received. 

Continuation Order. A general di- 
rection to an agent or publi^er to 
supply until otherwise notified futxire 
numbers of a continuation as issued. 
Also called Standing Order. 

Continuous Pagination. The numer- 
ation, in one continuous series, of the 
pages of two or more parts or volumes. 
[C.] 

Continuous Printer. A machine for 
making film prints, in which tihe un- 
exposed film and the negative pass in 
direct contact in front of a light source. 
[M.] 

Continuous Be-registration. The re- 
newal of registration of borrowers at 


various dates, as each borrower’s reg- 
istration period expires, rather than 
at a specified date for all borrowers. 

Contour Line. A line on a map that 
represents an imaginary line on the 
earth’s surface connecting points of 
the same elevation. 

Contour Map. A map that shows ele- 
vations and depressions of the earth’s 
surface by means of contour lines. 

Contract System, The method by 
which a library m a city, town, or 
county makes a formal agreement to 
furnish library service to another, 
community or group of communities. 

Contrast. 1. The range of tones in a 
photographic negative or print ex- 
pressed as the ratio of the extreme 
opacities or transparencies, or as the 
difference between the extreme densi- 
ties. 2. The ability of a photographic 
material to differentiate between tones 
in the subject. [M.] 

Conventional Title. See Uniform 
Title. 

Conveyor, Book. See Book Conveyor. 

Conveyor Capacity. The number of 
books a book conveyor is able to carry 
within a given period. 

Conveyor Tray. A low, open box for 
carrying books on a book conveyor. 

Cooperating Library. A library that 
joins another library or group of li- 
braries in some common plan, such as 
limitation of its collections and service 
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to a particular field, or contribution of Copy Letter. A letter used to distin- 
cards to a union catalog, guish copies of titles having the same 

call number or having no call number. 

Cooperative Book Buying. Joint pur- 
chasing of books and periodicals by Number. 1. A figure used to 

two or more libraries in order to secure distinguish copies of titles having the 
lower prices, or an arrangement by same call number or having no call i 

two or more libraries not to duplicate number. 2. A number assigned to a 
purchases of certain types of books. particular copy of a book issued in a 

limited or a special edition. 

Cooperative Book Selection. Thepol- « -o 

icy adopted by two or more libraries Process Slip. | 

of considering each other’s holdings Copyboard. A platform on which ma- 

and selection of hooks before ac- terial, usuaUy flat sheets, is placed for 

quirmg certain types of material, or ^ 

special items, m order to avoid 

duplication. Copyist. A person who transcribed j 

manuscript books before, or at the 
Cooperative Cataloging. Theproduc- s^j^e time as, the introduction of 

tion of catalog entries through the j oint printing. ‘ 

action of several libraries, in order to j 

avoid duplication of effort. Particu- Copyright. The exclusive privilege of : 

larly, the plan by which cooperating publishing and selling a work, granted • 

libraries prepare copy for catalog i^y government to an author, corn- 

cards to be printed by the Library of ^^.tist, etc. 

Congress. 

Copyright, Ad Interim. See Ad In- ; 

Copper Engraving. See Engraving; terim Copyright. ? 

Line Engraving. | 

Copyright Date. The date of copy- \ 

Copperplate Engraving. SeeEngrav- right as given in the book, as a rule j 

ing; Line Engraving. on back of the title leaf. [C.] j 


Copy. 1. A single specimen of a 
printed work. 2. One of the (theoreti- 
cally) identical specimens of a work 
which together make up an edition, 
impression, or issue. Different copies 
may be printed on different qualities 
of paper; when printed in a different 
format they constitute different edi- 
tions, c.p., ‘large paper edition.” [Ca.] 

Copy Holder. See Book Carriage; 
Bookholder; and Copyboard. ([M.] 


Copyright Deposit. The free copies 
of a book or other work placed in a 
copyright office or designated libraries 
in accordance with the copyright laws 
of a country. 

Copyright Notice. The statement 
concerning the copyright that appears 
in a cop 3 rrighted work. 

Coranto. 1. An early seventeenth- 
century news sheet devoted to foreign 
news, appearing first in Holland and 
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Germany and in 1620-21 in England, 
issued irregularly and printed as a 
half-sheet in folio. 2. After 1622 in 
England, a quarto newsbook, usually 
appearing weekly and consisting of 
three sheets. 

Cords. 1. Heavy hemp, cotton, or 
linen strings to which sections are 
sewed in the process of binding a book 
by hand. Cf. Tapes and Bands. 2. 
Heavy string reinforcements of the 
top and bottom edges of the backbone. 

Corner. 1. The juncture of two edges 
of a book cover (usually the outer 
ones), or its covering. Various types 
are Square Corners, Round Corners, 
Library Comers, Dutch Corners, and 
Mitered Comers, 2. The leather or 
other material on the comers of book 
covers in hah binding and three-quar- 
ter binding, 3, A cornerpiece (q.^>.). 

Corner Mark. Information added to 
the upper right hand comer of a cata- 
log card to indicate language, editor, 
translator, etc., when there are many 
entries under the same heading. 

Cornerpiece. A metallic or other 
guard used to protect the corners of 
books in shipping. 

Corporate Body. A group of indi- 
viduals associated together as an or- 
ganized unit, e.g., a government, a 
government department, a society, an 
institution, a convention, a committee. 

Corporate Entry. An entry under the 
name of a society, institution, govern- 
ment department, bureau, or other or- 
ganized body, for works issued in its 
name or by its authority, whether this 
be a main or an added heading. [C.] 


Corporate Name. The official title by 
which a corporate body is known. 

Corporation Card. See Business Firm 
Borrower’s Card. 

Corporation or Company File. In a 
special library, a file of material about 
the activities, securities, etc., of indi- 
vidual companies, such as annual re- 
ports and other publications issued by 
the corporations, stock exchange list- 
ings, prospectuses, clippings, etc. In a 
financial library the term ‘‘corporation 
file” is generally used; in other kinds 
of special libraries the term “company 
file” is sometimes used because it cov- 
ers any type of business enterprise. 

Corporation Library. 1. A library 
owned or controlled by a governing 
board legally constituted as a corpo- 
rate body and including or not in- 
cluding municipal representatives. The 
library may or may not provide free 
public library service to its commu- 
mty> 2. A special library that serves 
a particular incorporated organiza- 
tion. 

Correctoria. Medieval text forms of 
the Latin Vxilgate used by copyists to 
secure correct copies of the original 
text. 

Corrigenda. See Errata. 

Cottage Binding. See Cottage Style. 

Cottage Design. See Cottage Style. 

Cottage Style. A seventeenth-cen- 
tury style of bookbinding in which the 
edges and bottoms of the cover were 
ornamented to resemble cottage ga- 
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bles. Also called Cottage Binding and 
Cottage Design. 

Countermark. A secondary water- 
mark in paper of the eighteenth cen- 
tury and earlier, recording generally 
initials of maker, place, and date. Its 
position is usually the center of the 
half sheet opposite that containing the 
principal watermark. The date water- 
mark of the early nineteenth century 
is frequently placed near one margin. 

Countersunk. In bookbinding, with 
a depression pressed or stamped to 
receive a label, an inlay, or the like. 

County Library. A free public li- 
brary maintained by county taxation 
for the use of the whole or a part of 
a county, established as an indepen- 
dent institution, or combined with a 
municipal or other library; or, a mu- 
nicipal or other library which pro- 
vides library service to a coxmty by 
contract. 

Court Hand. A medieval cursive 
hand used in English court records, 
charters, and other oflScial documents. 
Also called Charter Hand. 

Cover. 1. The outer covering of a 
book or pamphlet, no matter what 
material may be employed. 2. Popu- 
larly, either of the two side pieces of 
a cover proper; as, front cover, back 
cover. 

Cover (Periodicals). See Binder. 

Cover Lining. See Inlay (1). 

Cover Paper. Heavy durable paper 
used for making covers of booklets, 
pamphlets, etc. 


Cover Pocket. A special adaptation 
of the inside of a book cover (usually 
the back cover) in which a pocket- 
Hke arrangement is provided as a re- 
ceptacle for loose maps, and the like, 
accompanying the book. Sometimes 
called Pocket. 

Cover Title. 1. The title printed on 
the original covers* of a book or pam- 
phlet, or lettered or stamped on the 
publisher’s binding, as distinguished 
from the title lettered on the cover of 
a particular copy by a binder. Cf, 
Biader’s Title. 2. As restricted for use 
in collation, the title printed on the 
paper cover of a work issued without 
a title page. The paper cover is usu- 
ally of different color and weight from 
the paper used for the text. [Ca,] 

Covers Bound In. Original covers in- 
cluded, or to be included, in a later 
binding. 

Cowhide. A strong, coarse leather 
which, when split, serves as the foun- 
dation for various types of leather. 

Cradle Books. See Incimabula. 

Crash. 1. Coarse, open -weave, 
starched cotton goods, used in edition 
binding for reinforcing backs of books. 
Also called "Super” and Gauze. 2. A 
pattern peculiar to bucktam grades of 
book cloth, showing a coarse pebbled 
effect. 

Crayon Manner. A method of etch- 
ing by which the broken or dotted 
lines of crayon drawings are imitated 
through the use of various toothed 
wheels or disks called roulettes, and 

♦Unless qualified, a cover of any material^ 
l0Bther. doth, boards, paper, etc* 




LIBRARY TERMS 


(41) 


Curves 


other tools, instead of a needle. Also 
known as Chalk Manner. 

Criblee. See Dotted Print. 

Cropped. Trimmed unduly, some- 
times so that the text is impaired. 

Cross Reference. See Reference. 

Cross Reference Sheet. A record in 
a vertical file, usually on a form sheet, 
of material filed under a different sub- 
ject heading or in another file. In a 
special library it may refer to a par- 
ticular publication, or a specific state- 
ment in a publication. It is sometimes 
used as a general reference between 
subject headings in a file. 

Crushed Levant. A large-grained le- 
vant, with a smooth, polished surface, 
the result of having the natural grain 
crushed or polished down. 

Crushed Morocco. Morocco in which 
the grain has been flattened by hand. 
Distinguished from Glazed Morbcco. 

Cubicle. See Carrel. 

Cubook. A unit for measuring stack 
capacity; specifically, the volume of 
space required to shelve the average 
size book (average taking into ac- 
count books of varying height and 
thickness) and allowing for vacant 
space 10 per cent of each shelf length. 
A cubook is a hundredth part of a 
standard section 3 ft. wide and 7% 
ft. high. 

Cum Licentia; Cum Privilegio. Hav- 
ing (he right to print granted by au- 
thority. The phrase appears in six- 
teenth and seventeenth-century books. 


Cumdach. An Irish term for a box, 
often elaborately decorated, for hold- 
ing a bound or unbound medieval 
manuscript. Also known as Book Box 
and Book Shrine. 

Cumulated Volume. The volume of 
a cumulative index or bibliography at 
the end of an annual or some longer 
period, which combines entries from 
earlier issues of the period. 

Cumulative Index. An index in pe- 
riodical form that at stated intervals 
combines new items and items in one 
or more earlier issues to form a new 
imified list; or, an index to any peri- 
odical that combines new entries with 
those of an earlier index. 

Cuneiform Writing. The wedge- 
shaped writing of Assyrian and Baby- 
lonian inscriptions. 

Curator. 1. A person in charge of a 
special collection, generally a scholar 
who can aid in the interpretation of 
the material. 2. A person who acts as 
honorary adviser in the selection and 
arrangement of material in special 
fields. 

Curiosa. Books unusual in subject or 
treatment. The term is used for por- 
nographic books. 

Cursive* Having the letters joined 
together, as in early writing in private 
letters, documents, etc. 

Curves. Curved marks ( ) enclosing 
inserted explanatory or qualifying 
words or phrases, or setting off some 
item in a catalog entry, such as a 
series note. To be distinguished from 
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brackets ^ . Also called Parentheses 
and Round Brackets. 

Custodian. A person in charge of a 
building, a special collection, or some 
library agency, such as a deposit sta- 
tion or a traveling library. 

Custom-bound.. Bound according to 
the order of dealer or owner. 

Cut. (n.) 1. A general term for an 
illustrative printing block, whether it 
be a line engraving, half tone, electro- 
type, or stereotype. 2. An impression 
from such a printing block, (v,) To 
trim the edges of books, (a.) Of a 
book, having cut edges. Not to be con- 
fused with Opened. 

Cut Edges. The edges of a book when 
all three have been smoothly trimmed. 

Cut Flush. Of a boimd volume, hav- 
ing the cover trimmed after binding, 
so that its edges are even with the 
edges of the leaves. Also called 
Trimmed Flush. 

Cut-in Heading. A heading at the 
side of a page in a rectangular space 
that displaces some of the text. 

Cut-in Index. See Thumb Index. 

Cut-in Note, A note at the side of a 
page in a rectangular space that dis- 
places some of the text. Also called 
Cut-in Side Note, Let-in Note, and 
Incut Note. 

Cut-in Side Note. See Cut-in Note. 


Cutter Classification. See Expansive 
Classification. 

Cutter Number. An author number 
from one of the Cutter tables or from 
the Cutter-Sanborn S-^figure Alpha-^ 
betic Table. 

Cutter-Sanborn Table. A three-figure 
alphabetical order scheme, an altera- 
tion of the two-figure Cutter table, 
made by Kate E. Sanborn. Also re- 
ferred to as Author Table. 

Cutter Table. Either one of two 
alphabetical order schemes devised by 
C. A. Cutter, consisting of decimal 
numbers so constructed that they may 
be combined with initial letter or let- 
ters of surnames or words, one table 
using two figures, the other, three 
figures. Also referred to as Author 
Table. 

Cycle Stories. A series of tales se- 
lected from world epics and romance 
cycles, adapted for story-hour pre- 
sentation. 

Cyclopedia. See Encyclopedia. 

Daily. A serial publication issued 
every day or with the omission of 
Sunday; as, a newspaper. 

Data Compilation. In a special library, 
a regular recording of facts not as- 
sembled elsewhere, as information be- 
comes available from day to day in 
miscellaneous publications; e.p., a rec- 
ord of wage rate changes' as reported 
currently by companies and industries, 
or a record of the discovered rates of 
corrosion of metals. 


Cut Out-of-boards. See Out of Boards. Date. See Accession Date; Binder^s 
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Date; Colophon Date; Copyright Date; 
Imprint Date; Preface Date; Publica- 
tion Date; Title-page Date. 

Date Card. A card inserted in a book 
pocket to indicate date of issue or date 
when the book must be returned. 

Date Due. The last day on which a 
book loaned by a library may be re- 
turned before a fine is charged. 

Date Due Record. See Date Record. 

Date File. See Date Record. 

Date Guide. A guide marked with 
numerals for dates, used to arrange 
book cards in a charging tray. Also 
called Charging Guide and Charging 
Tray Guide. 

Date Letter. See Biscoe Time Number. 

Date of Issue. The day on which a 
book is charged to a borrower. Also 
called Date of Borrowing, Date 
Charged, and Date Loaned. 

Date of Publication. See Publication 
Date. 

Date Record. A record of books 
loaned, arranged by date of issue or 
date when books are due. Known also 
as Date File, or, if arranged by date 
when books are due. Date Due Record. 

Date or Dating Slip. A strip of paper 
pasted on the inside cover or on the 
fly leaf of a book, on which is stamped 
date of issue or date when book is to 
be returned. 

Date Table* In Brown’s Subject 


Classification, a table of letter com- 
binations as symbols for dates. 

Dating Slip. See Date or Dating Slip, 

De Luxe Binding. A fine leather 
binding, lettered and tooled by hand. 
So-called de luxe bindings are often 
machine products. 

De Luxe Edition. An edition char- 
acterized by superior materials and 
fine workmanship, usually a limited 
edition. 

Decimal Classification. 1. The classi- 
fication scheme for books devised by 
Melvil Dewey, which divides human 
knowledge into ten main classes, with 
further decimal division, using a nota- 
tion of numbers. 2. An earlier variety 
of classification based on shelf ar- 
rangement rather than subject matter, 
in which tiers and shelves, each num- 
bered from one to ten, were allotted 
to certain subjects. 

Deck. The space occupied by one 
level of a stack, including ranges, 
aisles, elevators, and necessary work- 
ing facilities. 

Deck Area. The number of square 
feet on a stack deck, including aisles, 
range aisles, work space, and space 
occupied by stairs and elevators, but 
excluding carrels. 

Deckle Edge. The rough, feathery 
edge of handmade paper, caused by a 
frame called the “deckle” used in 
molding the paper; or a similar edge 
in machine-made paper. Also called 
Feathered Edge. 

Decorated Covers. In library binding. 




Dedication 


(44) 


A.L.A. GLOSSARY OF 


bindings in which the front cover has 
an illustration, design, or special let- 
tering. 

Dedication. An author^s note prefixed 
to a work, offering it to a friend or 
patron as a mark of esteem, affection, 
or gratitude, or as a plea for patronage. 

Definition. The accurate concentra- 
tion of light by a lens from one point 
in the object to the corresponding 
point in the image without diffusing 
the light in the image. [M.] 

Definitive Edition. An edition of a 
work, or of the works of an author, 
presumably final as to text and, some- 
times, as to annotations, commentary, 
etc. [By permission; from Webster’s 
New International Dictionary, Second 
Edition, copyright, 1934, 1939, by G. & 
C. Merriam Co.] 

Delinquent Borrower. A borrower 
who fails to return books, to pay fines, 
or to pay for lost books. 

Delivery Department. See Circula- 
tion Department. 

Delivery Desk. See Circulation Desk. 

Delivery Station. A library agency 
without a book collection where bor- 
rowers can get books requested with- 
out going to the library, as material is 
sent there and returned at regular in- 
tervals. Also known as Call Station. 

Demonstration Library. A library 
chosen or organized for an experi- 
mental purpose, in which a certain 
type of service is carried on during a 
specified period to prove the value of 
library service in an area. 


Densitometer. An instrument for de- 
termining the density of a film. [M.] 

Density. The measure of the degree 
of the opacity [of a fihn]. [M.] [By 
permission; from Webster’s New In-- 
temational Dictionary, Second Edi- 
tion, copyright, 1934, 1939, by G. & C. 
Merriam Co.] 

Dentelle. A style of toothlike or lace- 
like ornamentation on fine bookbind- 
ings. 

Department. 1. A major administra- 
tive unit of a library system set up to 
perform a definite function or set of 
related functions, and having its own 
staff and definite responsibilities, with 
a head directly responsible to the chief 
librarian or to the assistant chief 
librarian. 2. A section of a library 
devoted to a particular subject or 
group of subjects, as in a depart- 
mentalized library. Sometimes called 
Division. 

Departmental Edition. An edition of 
the publications of the executive de- 
partments and independent establish- 
ments of the United States government, 
issued with no uniformity in contents, 
format, or binding, as distinguished 
from the Congressional edition, in 
which they are also issued as Senate 
and House Documents. Also called 
Plain Title Edition and, sometimes. 
Departmental Set. 

Departmental Library. 1. A collec- 
tion in a special field attached to a 
department of instruction in a college 
or a university, and administered as a 
branch of the main library or inde- 
pendently. 2. A library maintained by 
a government department. 
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Departmental Set. See Departmental 
Edition. 

Departmental Shelf List. A shelf list 
of the books in a library department 
or in a departmental library in a col- 
lege or university library system. 

Departmentalized Library. 1. A li- 
brary in which all books, periodicals, 
and pamphlets, whether for reference 
or circulation, are separated according 
to subject into several distinct divi- 
sions, as in a few large public libraries. 
2. A college or xmiversity library that 
maintains separate but usually cen- 
trally controlled libraries for certain 
departments of instruction. 

Deposit Copy. See Copyright Deposit. 

Deposit Fee. Money deposited by a 
borrower who cannot qualify for a 
free card or who does not wish to ask 
for a guarantor, to be refunded when 
all books are returned. 

Deposit Library. A library in which 
little-used books and other printed 
materials from a group of cooperating 
libraries are stored but are available 
on request. Also called Reservoir 
Library. 

Deposit Station. A library agency in 
a store, school, factory, club, or other 
organization or institution, with a 
small and frequently changed collec- 
tion of books, and open at certain 
designated times. 

Depository Catalog. See Library of 
Congress Depository Catalog. 

Depository Invoice. A list of the pub- 
lications sent by the Superintendent of 


Documents to a depository library on 
a specified date. 

Depository Library. A library legally 
designated to receive without charge 
copies of all or selected United States 
government publications; or a library 
designated to receive without charge 
a full set of Library of Congress 
printed cards. 

Depth of Field. See Depth of Focus. 
[M.] 

Depth of Focus. The distance over 
which the images of objects will be 
sharp. [M.] 

Descender. 1. That part of a lower- 
case letter that extends below the 
body. 2. A lower-case letter with a 
part that extends below its body, as 
h P- 

Descriptive Cataloging. That phase 
of the process of cataloging which 
concerns itself with the identification 
and description of books. 

Desiderata. See Want List (1). 

Desk Schedule. An outline showing 
hours when staff members are as- 
signed to duty in all departments 
serving the public. 

Detached Copy. A copy whose pages 
have been actually removed from the 
work in which they were originally 
issued; usually applied to articles from 
periodicals. 

Developer. A solution of chemicals 
for developing. [M.] 

Developing. Chemically treating ex- 
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posed photographic film to convert the 
latent image to a visible image. [M.] 

Device. See Printer’s or Publisher’s 
Mark. 

Dewey Decimal Classification. See 
Decimal Classification. 

Diagram. 1. A linear figure which 
serves to illustrate a definition or a 
statement, or to aid in the proof 
of a proposition, as in logic, mathe- 
matics, or mechanics. 2. An illus- 
trative figure which represents, in 
outline or general form only, the 
general plan or relative position of 
the parts of an object; e.g., a work- 
ing drawing or cross section of a 
scientific apparatus, a machine, an en- 
gineering or architectural detail, a 
piece of furniture, or a toy. Dimen- 
sions may or may not be given. 3.* A 
graphical delineation of relationship 
between persons, objects, etc., e.g., an 
organization chart in education, busi- 
ness, or manufacturing; an efficiency 
chart showing arrangement of ma- 
chinery or office furniture, or flow of 
materials or work; a schematic plan for 
heating, air conditioning, electric wir- 
ing, or plumbing; the plan of an ath- 
letic field or of the placing of equip- 
ment in a gymnasium; a plan for the 
arrangement of the instruments in an 
orchestra; a planting plan for a flower 
border. 4.* A graph showing by lines, 
bars, curves, surfaces, symbols, etc., 
the course or results of any action or 
process, or its variations; e.g., the path 
of a moving body (for instance, the 
orbit of a heavenly body, the progress 


♦ This type of diagram may be pictorial, i.e., 
either illustrated or in. the form of plcto- 
graphs. 


of plays or players in a game, the path 
of an actor on the stage) ; the fluctua- 
tion in temperature or barometric 
pressure; the variation or increase in 
population, land values, educational 
facilities, size. [Ca.] 

Diaper. A small repeating pattern of 
binding ornament in geometrical form, 
usually a diamond or a lozenge. 

Diaphragm. A device such as a per- 
forated plate or an iris which limits 
either the aperture of the lens, or the 
field covered by the lens, or both the 
aperture and the field, depending on 
its location. Also known as Stops. 
[M.] 

Diazotype Film. A film impregnated 
with light-sensitive dyes of the diazo 
group. This film is used for direct, 
contact printing, a positive being made 
from a positive or a negative from a 
negative. [M.] 

Diced. Ornamented with crosslined 
tooling to resemble dice or small 
squares; said of calf and morocco. 

Dictionary Catalog. A catalog, usu- 
ally on cards, in which all the entries 
(author, title, subject, series, etc.) and 
their related references are arranged 
together in one general alphabet. The 
subarrangement frequently varies 
from the strictly alphabetical. [C.] 

Diffusing Screen. A translucent 
screen that evenly diffuses transmitted 
light. [M.] 

Digest. 1. A brief condensation of a 
written work, often in other words 
than those of the original. 2. In law, a 
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compact summary of laws, reported 
cases, decisions, etc., systematically 
arranged. 

Dime Novel. A story, usually of a 
romantic and sensational nature, pub- 
lished in cheap form and generally 
priced at ten cents a copy. 

Diplomatics (Diplomatic). The study 
of official documents, usually early 
document?, including handwriting and 
chancery practices, for purposes of 
authentication. 

Diptych. An ancient hinged writing 
tablet consisting of two tablets of 
wood, ivory, or metal covered with 
wax on the inside surfaces, on which 
writing was done with a stylus. 

Direct Positive. A positive obtained 
on negative material by developing 
the latent image to a positive image, 
using a reversal process. [M.] 

Direct Subdivision. Subdivision of 
subject headings by name of province, 
county, city, or other locality without 
intermediate subdivision by name of 
country or state. 

Direction Word. See Catchword (2) . 

Director. 1. The chief executive head 
of a library or a library system. Also 
known as Librarian and Chief Librar- 
ian. 2. The chief administrative head 
of a library school, and occasionally, 
of a library commission. 3, Sometimes, 
a librarian in charge of a particiilar 
type of work in a library system, such 
as children’s work, or a training class, 
4. In a few libraries, the administrative 
head of one of the larger divisions, as 
in the Library of Congress. 5. A mem- 


ber of the governing board of a 
library; a trustee. 6. In medieval 
manuscripts and printed books, a 
small letter placed in a space left 
blank for an initial, as a guide for the 
illuminator or rubricator. 

Directory. A list of persons or or- 
ganizations, systematically arranged, 
usually in alphabetic or classed order, 
giving address, affiliations, etc., for in- 
dividuals, and address, officers, func- 
tions, and similar data for organiza- 
tions. 

Discard. A book officially withdrawn 
from a library collection because it is 
unfit for further use or is no longer 
needed. 

Discharging. Canceling the loan rec- 
ord of a book when the book is re- 
turned to the library. 

Discharging Desk. See Circulation 
Desk. 

Discontinue Notice. A form used to 
inform a publisher that a serial re- 
ceived as a gift is no longer desired. 

Disjoined Hand. A tsrpe of vertical 
handwriting with each letter sep- 
arated as in printing. Sometimes 
called Printing Hand. 

Display Case. 1. A floor rack with 
shelves for showing books, from which 
readers may select books. Also called 
Book Display Case. 2. An exhibition 
case 

Display Back. See Rack. 

Display Type. Large and heavy-faced 
type used for headings, display lines 
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in advertisements, etc., as distin- 
guished from body type. 

Dissertation, Academic. An essay or 
treatise presented by a candidate in 
partial fulfillment of the requirements 
for a degree. Cf. Program Disserta- 
tion. [C.] 

Distributing Station. See Deposit 
Station. 

District Library. See School District 
Library (1) ; Regional Library. 

Divided Catalog, A card catalog sep- 
arated for convenience in use into two 
or more imits, as, an author and title 
catalog and a subject catalog. 

Dividing Stroke. See Line Division 
Mark. 

Divinity Calf. 1. A dark calf binding, 
with blind stamping and no gilding. 
2. A binding leather used chiefly for 
the inside cover lining of well-bound 
limp-leather prayer books and small 
Bibles. 

Divinity Circuit. Flexible binding, of 
soft leather, e.g., seal or levant, with 
edges that extend over the leaves. 
Used principally for Bibles and prayer 
books. Also called Yapp, Box Edge, 
and Divinity Style. 

Divinity Edges. 1. Red, or red-xmder- 
gold, book edges. 2. Overhanging 
limp-leather cover edges. Also called 
Circuit Edges. 

Divinity Style. See Divinity Circuit. 

Division. 1. A unit in a library sys- 
tem which is responsible for library 


service in a definite subject or related 
fields. 2. In some libraries, a depart- 
ment (q.u.). 3. In some libraries, a 
section of a department. 4. In a classi- 
fication scheme, one of the groups into 
which knowledge is divided, whether 
a general class divided by sections 
and subsections or one of the subor- 
dinate sections or subsections, 5, In a 
classification scheme, a section im- 
mediately subordinate to a main class, 
as in the Decimal classification. 

Division Library. A collection at- 
tached to, and administered by, a divi- 
sion or a group of related departments 
of a xmiversity or a college, usually 
with some form of cooperative ar- 
rangement with the general library or 
as a part of the library system. 

Document. Any written, printed, or 
otherwise recorded item or physical 
object that may serve as evidence of a 
transaction. See also Government 
Publication. 

Document Number. A number as- 
signed to a government publication by 
which it may be identified. Particu- 
larly, in United States federal docu- 
ments, the number of an individual 
document in one of the four series 
issued for each session of each Con- 
gress in the Congressional edition. 

Documentation. The establishment, 
identification, collection, and juse of 
documents. 

Documents Office Classification. A 
scheme used in the Office of the 
Superintendent of Documents for the 
arrangement of federal government 
publications, based on the government 
author, i.c., first by department or 
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independent agency, then by bureaus, 
divisions, etc. Sometimes called 
Checklist Classification. 

Dodger. A small handbill. 

Dog-eared or Dogs’-eared. Having 
leaves turned down at the comers. 

Door Checker. See Guard (Person). 

Doorman. See Guard (Person) . 

Doric. See Sans-serif. 

Dormitory Library. A library in a 
residence hall of a college or uni- 
versity, which provides students with 
recreational reading and, sometimes, 
reference books and books for re- 
quired reading. 

Dos-a-dos. A form of binding in 
which two books are bound together 
so as to open in opposite directions, 
one of the three boards used being 
common to both volumes, and with 
the two spines, and respectively, the 
fore edges, opposed. 

Dotted Print. 1. A relief method of 
engraving in which the parts cut in 
relief print black, and half tones are 
obtained by punching small holes in 
the plate, which appear in the print 
as white dots on a black background. 
Also known as Schrothlatt, and 
Maniire criblee, 2. A print produced 
in this manner. 

Double-acting Card Catalog Case. A 
case for catalog cards, generally set 
in a partition, with double-ended 
drawers that pull out from either face 
of the case. Earlier called Double- 
faced Card Catalog Cabinet. 


Double End Papers. End papers in- 
corporated in duplicate in certain 
books. Each set, front and back, has 
two paste-down (pasted-down) and 
two end-paper fly leaves (free). 

Double Entry. Entry in a catalog 
imder two subject headings, one for 
subject and one for place, for subjects 
of local interest or for scientific sub- 
jects relating to a particular locality, 
e.g.. Birds — Ohio and Ohio — ^Birds. 
Also, entry of pseudonymous works 
under real name of author and, briefly, 
under pseudonym. 

Double-entry Charging System. A 
method of recording book loans in 
which two records are kept, usually a 
time record and a book record. 

Double Exposure. The exposure of 
all or part of the image area of the 
film in a camera twice in succession. 
[M.] 

Double-faced Card Catalog Case. A 
cabinet made in one piece in the form 
of two catalog cases placed back to 
back. 

Double Fold. A binding xmit of a spe- 
cial kind of volume, in which a single- 
fold sheet serves as one leaf; the un- 
opened fold becomes the fore edge, 
and the opposite free edges become 
the binding edge. The inner sides of 
the sheet are, of course, not used. 

Double Image. Two photographic im- 
ages of one object not exactly super- 
imposed. [M.] 

Double Leaf. 1. A leaf of double size 
with the center fold at the fore edge 
or the top edge of the book. 2. Any 
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one of the two-leaf units composing a 
signature, gathering, or section. 

Double Letter. See Ligature. 

Double-perforate Film. Film that has 
perforations or sprocket holes on both 
edges. [M.] 

Double Plate. A single unit of illus- 
tration extending across two confront- 
ing pages; often printed on a leaf of 
double size folded in the center and 
attached at the fold. 

Doubte Slipcase. A slipcase in two 
parts, one of which fits into the other. 
Also called Telescope Box. 

Double-spread Title Page. See Double 
Title Page (2). 

Double Title Page. 1. A term used for 
two title pages that face each other, 
as in many German books; as a rule, 
one is for the series or set of volumes 
as a whole, the other for the particu- 
lar volumes in the series or set 2. As 
used in the book trade, a title page 
that occupies two facing pages. Also 
called Double-spread Title Page. 

Doublure. The ornamental lining 
(frequently decorated) of leather, 
silk, vellum, or other material 
mounted on the inner face of the 
cover of a book. The doublure and its 
accompanying guard leaf take the 
place of a lining paper. [C.] 

Doubtful Authorship. Authorship not 
proved, but ascribed to one or more 
authors without convincing evidence. 

Drame a Clef. A play in which one 
or more characters are based on real 
persons, with names disguised. 


Drop-down Title. See Caption Title. 

Drop Folio. A page or folio number 
at the bottom of a page. 

Dry Point. 1, A process of engraving 
with a sharp needle called the dry 
point directly on the bare metal with- 
out the use of a ground or acid as in 
etching. 2. A print produced by this 
method. 

Dummy. 1. A piece of wood or some 
other material used to replace a book 
out of its regular position, on which is 
placed a label indicating the location 
of the book. 2. In a file or a catalog, 
a piece of paper or cardboard on 
which is indicated the location of ma- 
terial filed elsewhere or temporarily 
removed. 3. An imprinted or partially 
printed or sketched sample of a pro- 
jected book, pamphlet, book cover, or 
other material to suggest the final ap- 
pearance of the completed work. 

Duodecimo. 1. Format: a book printed 
on sheets folded to make twelve leaves 
or twenty-four pages. 2. Size: according 
to the American Library Association 
scale, a book which measures 17.5 to 20 
cm. in height. Also called Twelvemo. 

Duplicate. An additional copy of a 
book already in a library, especially 
a copy to be disposed of by exchange 
or in some other way. 

Duplicate Exchange. See Exchange 

( 1 ). 

Duplicate Negative. A negative 
printed from a positive, or from a 
negative by a reversal process. [M.] 
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Duplicate Pay Collection. See Rental 
Collection. 

Duplicating Film. A film that gives 
a negative from a negative or a posi- 
tive from a positive. [M.] 

Dust Cover. See Book Jacket. 

Dust Jacket. See Book Jacket. 

Dust Wrapper. See Book Jacket. 

Dutch Corner. See Library Corner. 

Early Impression. See State (En- 
graving) . 

Early Sheets. See Advance Sheets 

( 1 ). 

Easy Book. A book for younger chil- 
dren, such as a picture book or a 
reader. 

Eau-forte* See Etching. 

Editio Princeps. See First Edition. 

Edition. 1. AU the impressions of a 
work printed at any time or times 
from one setting of type, including 
those printed from stereotype or elec- 
trotype plates from that setting (pro- 
vided, however, that there is no 
substantial change in or addition to 
the text, or no change in make-up, 
format,* or character of the resulting 
book) . A facsimile reproduction con- 
stitutes a different edition. 2. One of 
the successive forms in which a lit- 
erary text is issued either by the 
author or by a subsequent editor. 

♦For a “large paper edition” (called also 
“large paper copy”) the pages are iisually, 
though not always, reimposed. 


[Ca.] 3. One of the various printings 
of a newspaper for the same day, an 
issue published less often, as a weekly 
edition, or a special issue devoted to a 
particular subject, as an anniversary 
number. 4. In edition binding, all of 
the copies of a book or other publica- 
tion produced and issued in uniform 
style. Cf. Textbook Edition, Trade 
Edition. 

Edition (Old maps). The number of 
copies of a map which were printed 
by the same man, or men, at a given 
place and imder a given publication 
date. 

Edition Bindery. A bindery in which 
books are originally bound in quantity 
for publishers. 

Edition Binding. The kind of book- 
binding that is furnished to the book 
trade, i.c., quantity binding in uni- 
form style for a large number of 
copies of single titles. Cf. Publisher’s 
Binding. 

Editions File. A card list of editions 
which a library wishes to add to its 
collection or to duplicate. 

.Editor. One who prepares for pub- 
lication a work or collection of works 
or articles not his own. The editorial 
labor may be limited to the prepara- 
tion of the matter for the printer, or it 
may include supervision of the print- 
ing, revision (restitution) or elucida- 
tion of the text, and the addition of 
introduction, notes, and other critical 
matter. [C.] 

Editor Reference. A reference in a 
catalog from an editor’s name, or from 
an entry under the editor of a work 
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to another entry where more com- 
plete information is to be found. 

Electric Stylus. A sharp-pointed elec- 
trically heated instrument for im- 
pressing call numbers on books. 

Electric Time Stamp, See Time 
Stamp. 

Electrotype. A reproduction of a re- 
lief printing surface, made of copper, 
lead, or some other metal deposited 
by electrolysis on a mold of wax, lead, 
or a plastic, and backed with metal. 

Elephant Folio. A large folio, about 
14 by 23 inches. 

Elephantine Book. A book recording 
acts of Roman officials, called ele- 
phantine because it consisted of ivory 
tablets. 

Em. A imit of measurement in print- 
ing, being the square of the body 
height of any size of type. 

Emblem ^ook. A type of book in 
which designs or pictures called em- 
blems, expressing some thought or 
moral idea, were printed with accom- 
panying proverbs, mottoes, or ex- 
planatory writing, or in which verses 
were arranged in symbolic shapes 
such as crosses. 

Embossed Book. A book for the blind 
printed in raised characters. 

Embossing. 1. The process of pro- 
ducing a design in relief on a surface 
by the use of a sunken die and a raised 
counterpart, as on leather. 2. Blind 
stamping 


Embroidered Binding. A binding in 
which embroidered cloth is used as 
the covering material. Also known as 
Needlework Binding. 

Employee Magazine. See House Or- 
gan. 

Emulsion. A photochemically active 
layer consisting of light-sensitive 
chemicals in a very finely divided 
state held in suspension in a medium 
such as gelatine. The emulsion is sup- 
ported on a base of paper, film, glass, 
etc. [M.] 

En. In printing, half the width of a 
corresponding em but the same height. 
Used in England as a unit of type 
measurement. 

Enamelled Paper. See Coated Paper. 

Encyclopedia (Cyclopedia), A work 
containing informational articles on 
subjects in every field of knowledge, 
usually arranged in alphabetical or- 
der, or a similar work limited to a 
special field or subject. 

End Leaf. The binder’s leaf, of any 
material, which faces the lining of the 
cover. It may be either the free half 
of this lining, or a separate leaf sewed 
in with the adjoining signatiire. [C.] 

End Papers. One or more leaves in- 
serted by the binder at the beginning 
and the end of the book. End papers 
consist of the lining papers and any 
fly leaves which are not part of the 
printed signatures.* [C.] 

* An outer blank leaf forming an integral part 
of a printed signature is sometimes used as a 
paste -down; therefore, a leaf missing from an 
end gathering need not necessarily have been 
a printed leaf. 
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End Sheets. See End Papers. 

English Braille. Braille as adapted to 
the English language in contrast to 
braille adapted to other languages. 

English-finish Paper. A calendered 
paper with a smooth but not glossy 
finish. 

Engraved Title Page. As mentioned 
on the catalog card, usually an en- 
graved title page which includes the 
title of the book within the decorative 
design or bears an illustration in addi- 
tion to the title; it need not include 
the author’s name or the imprint. [C.] 

Engraving. 1. The art of preparing 
an incised design on a metal plate or a 
block of wood or other material, by 
cutting, the action of acid, photo- 
mechanical processes, etc., as the basis 
of impressions or prints. 2. A print 
produced by any of these methods. 

Enlargement. A print produced by 
the process of enlarging. [M.] 

Enlargement Ratio. The ratio, ex- 
pressed in diameters, of the enlarged 
image to the original image. [M.] 

Enlarger. A projector used in en- 
larging. [M.] 

Enlarging. The process of producing 
a larger image of a negative or a posi- 
tive by increasing the size of the image 
through projection on a sensitized 
surface. Also called Projection Print- 
ing. [M.] 

Entry. A record of a book in a cata- 
log or list. [C.] 


Entry-a-line Index. An index in 
which each entry is brief enough to 
be printed on one line. 

Entry Word. The word by which an 
entry is arranged in a catalog or a 
bibliography, usually the first word 
of the heading. Also called Filing 
Word. [Ca.] 

Ephemera. 1, Current material, usu- 
ally pamphlets "and clippings, of tem- 
porary interest and value. 2. Similar 
material of the past which has ac- 
quired literary or historical sig- 
nificance. 

Epigraph. An appropriate motto or 
brief quotation prefixed to a book or a 
chapter. 

Epitome. 1. A concise statement of 
the chief points of a work. 2. A con- 
cise survey of a subject. 

Erotica. Literature that has sexual 
love as its theme. 

Errata. A list of typographical errors 
occurring in a book, with corrections, 
tipped in or laid in the book. Also 
known as Corrigenda. 

Esparto. A grass grown in southern 
Spain and northern Africa, used in 
the manufacture of bulky lightweight 
book paper. 

Essay Periodical. An eighteenth- 
century type of periodical, consisting 
usually of a single essay, as The Tatler, 
The Spectator, and The Rambler, 

Etching. 1. A process by which a 
design is drawn on a metal plate with 
an etching needle through a waxy 
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etching ground, then bitten with acid, 
and impressions taken from the in- 
cised lines. Also known by the 
French term, Eau^-forte, 2, A print 
thus produced. 

European Braille. Braille used in 
England and on the Continent, as dis- 
tinguished from the now obsolete 
American braille. Obsolete, 

Even Page. A page of a printed book 
bearing an even number, usually the 
verso of a leaf. 

Ex Libris. “From the books,” a 
phrase preceding the owner’s name on 
a bookplate; hence, a bookplate. 

Ex-library Copy. A dealer’s descrip- 
tion of a book once the property of a 
public or a circulating library, and 
therefore used or somewhat damaged. 

Exact Size, The size of a book, gen- 
erally its height, expressed in inches, 
centimeters, or millimeters rather 
than by fold symbol or size letter. 

Exchange. 1. The arrangement by 
which a library sends to another 
library, institution, or society its own 
publications, or those of the institu- 
tion with which it is connected, as a 
university, and receives in return 
publications of the other institution; 
or sends duplicate material from its 
collection to another library and re- 
ceives other material in return. Also 
called, respectively, Publication Ex- 
change and Duplicate Exchange. 2. A 
publication given or received though 
this arrangement. 

Exchange Division or Department. 


The section of a library that handles 
exchanges. 

Exchange of Librarians. An arrange- 
ment by which two libraries lend to 
each other simultaneously one or 
more staff members for a limited’ 
period. 

Exhibit Back. See Rack. 

Exhibition Case. A glass-enclosed 
cabinet, sometimes built into a parti- 
tion, or a showcase on a stand, in 
which books or other material are 
placed for display. Also called Dis- 
play Case. 

E]q)ansive Classification. A classifica- 
tion for books prepared by C. A. Cut- 
ter, so called because in its series of 
seven complete classification schemes 
each one after the first is more min- 
utely subdivided than the one pre- 
ceding. 

Explicit. A statement at the end of a 
manuscript or an early printed book 
noting its conclusion and sometimes 
giving the author’s name and the title 
of the work. It is a contraction for 
explicitus est, “it is unfolded.” 

Exposure. 1. The amount of light 
admitted to a film, in terms of time 
and aperture. 2. The act of admitting 
light to a film. [M.] 3. The amount 
of an original which is microfilmed 
with one exposure (def. 2), usually 
two pages of an ordinary-sized vol- 
ume; used as a basis for determining 
charges. 

Exposure Meter. An instrument for 
measuring the amount of light avail- 
able so that the time and aperture for 
an exposure can be determined. [M.] 
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Expurgated Edition. An edition from er’s Biographical History of England 
which objectionable parts in the orig- which had leaves left blank for the 
inal text have been deleted. insertion of engraved portraits.) [C.] 


Extension Card. A catalog card that 
continues an entry from a preceding 
card. Sometimes known as Continua- 
tion Card. 

Extension Library Service. 1. The 
supplying of books and other library 
assistance to individuals or organ- 
izations outside a library’s regular 
service area. 2. In a imiversity or 
college, the supplying of books and 
reference aid to organizations and in- 
dividuals odtside the campus by the 
general library or a library connected 
with an extension department. Also 
called Extension Service. 

Extension Service. See Extension 
Library Service. 

Extra Binding. The binding of books 
with more than ordinary care and 
handling, and/or with a higher qual- 
ity of material, usually with orna- 
mentation. Generally, binding in 
leather, but formerly, binding done 
by hand as distinguished from case 
binding. 

Extra-illustrated. Illustrated by the 
insertion of engravings, pictures, vari- 
ant title pages, etc., which were not 
issued as part of the volume or set. 
This additional matter, though often 
from other books, may consist of orig- 
inal drawings, manuscripts, etc. As a 
rule, it is mounted, inlaid, or trimmed 
to conform to the size of the book it 
illustrates. Synonyms: Privately illus- 
trated; also Grangerized (a term de- 
rived from the vogue begim by the 
publication, in 1769, of James Grang- 


"f” Number. The ratio of the focal 
length of a lens to the aperture. [M.] 

Fabrikoid. The trade name for a 
brand of pyroxylin-coated cloth. The 
term is sometimes used generically. 

Face. 1. The entire unbroken front 
of shelving on one side of a double 
case or on one side of a room or gal- 
lery. 2. The outside of the front cover 
of a book. 

Face (Type). See Type Face. 

Facetiae. 1. Witty sayings or writ- 
ings. 2. Books distinguished by coarse 
and obscene wit. 

Facsimile. As used in collation, an 
exact reproduction of manuscript or 
letterpress matter, or of music; 
usually made by lithography, photog- 
raphy, or some mechanical or photo- 
mechanical process. The facsimile need 
not reproduce the color or the size of 
the original. In a note, the term 
facsimile is used also to describe a 
facsimile binding or a facsimile of a 
medal set into the cover of a book. 
[Ca.3 

Facsimile Catalog. A catalog which 
incorporates reproductions of slides, 
pictures, designs, etc., as part of the* 
catalog entry for each. 

Facsimile Reprint. In general, an 
exact reproduction of a printed work, 
whether from type or by a mechanical 
or a photomechanical process. Strictly, 
a type-facsimile (q.v.) . 
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Facsimile Reproduction. A repro- 
duction of a manuscript or printed 
work by means of a mechanical or a 
photomechanical process. [C.] 

Fact Finding. See Research or Search 
Service. 

Factual Book. In school libraries, an 
informational book interesting enough 
to be used for recreational reading, 
e,g.j a book on science, or a biography. 

Fairy Tale. A traditional story that 
contains a supernatural element af- 
fecting human beings, animals, and 
inanimate objects. Also, a modern 
fanciful story of known authorship 
having similar characteristics. 

“False First” Edition. An edition 
called “first edition” by the publisher 
when there has been a previous edi- 
tion issued by another firm. [Ca.] 

False Imprint. See Fictitious Im- 
print. 

False Title. See Half Title (1). 

Family Borrower's Card. A special 
card used in house-to-house rural 
service for charging to the head of a 
family books for the various members. 

Fascicle (Fascicule), One of the 
temporary divisions of a work which, 
for convenience in printing or publica- 
tion, is issued in small installments, 
usually incomplete in themselves, 
which do not necessarily coincide with 
the formal division into parts, etc. 
Usually the fascicles consist of quires, 
or of groups of plates, protected by 
temporary paper wrappers and may or 
may not be numbered or designated 


as “part,” “fascicule,” “lieferung,” 
etc. [C.] 

Fatface (or Fat-faced Type). See 
Boldface (or Bold-faced Type). 

Feathered Edge. See Deckle Edge. 

Featherweight Paper. Very light, 
porous, bulky paper, usually made 
from esparto. 

Fee Card, See Nonresident’s Card. 

Ferrotype. See Glossy Print. [M.] 

Festschrift. A complimentary or 
memorial publication in the form of a 
collection of essays, addresses, or bio- 
graphical, bibliographical, scientific, or 
other contributions, often embodying 
the results of research, issued in honor 
of a person, an institution, or a society, 
usually on the occasion of an anni- 
versary celebration. [C.] 

Fiber Cover. An extra-stiff but slight- 
ly flexible cover stock, used on large- 
sized pamphlet-like material. 

Fiction. In popular library usage, 
narrative prose literature, with events, 
characters, and scenes wholly or 
partly the product of the imagina- 
tion, as novels and short stories. 

Fictitious Imprint. An imaginary im- 
print used for the purpose of evading 
legal and other restrictions, to mask 
piracies, to protect anonymity of the 
author, etc. Sometimes called False 
Imprint 

Fiddle. 1. To fasten leaves by wind- 
ing a continuous cord through slots 
previously cut into the back edge of a 
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book. 2. To fasten sections by means 
of a cross-stitch, the thread going 
from one section to the next and back 
again, down the length of the back- 
bone. 

Field Practice. See Field Work. 

Field Representative, 1. A member 
of a local library staff whose work is 
to bring the library and its resources 
to the attention of the community. 2. 
A library organizer (g.u.). 

Field Visitor. See Library Organizer. 

Field Work. 1. The activities of a 
representative of a state library ex- 
tension agency in direct contact with 
librarians and various groups, consist- 
ing of guidance in the administration 
of libraries and efforts to stimu- 
late library development. 2. Actual 
work by a student in one or several 
libraries for a definite period as part 
of a library school course of study or 
a training course in a library. ^ Also 
called Field Practice and Practice 
Work. 

File, (n.) 1. A collection of cards, 
papers, or other material arranged 
systematically for reference or pres- 
ervation. 2. A cabinet, case, or other 
device for keeping in order cards, 
papers, or other material, (u.) To ar- 
range cards, papers, or other ma- 
terial systematically. 

Filer, A person who arranges cards 
or other material in systematic order. 

Filing Code. A body of rules for the 
systematic arrangement of cards in a 
catalog. 


Filing Medium. The word, phrase, 
name, or symbol on a card or material 
to be filed that determines its place in 
a systematic arrangement. Sometimes 
called Piling Term or Filing Word. 

Filing Term. See Filing Medium. 

Filing Word. See Entry Word; Filing 
Medium. 

Filler. The blank pages added at the 
back of a thin pamphlet when it is 
boimd as a sizable volume. Also 
called Padding. 

Fillet. A strip, or band, of gold leaf 
placed oh a book cover, especially at 
top and bottom of the back. 

Film. 1. A thin^transparent sheet or 
strip of material, usually cellulose 
nitrate or cellulose acetate, coated 
with a light-sensitive emulsion. ^6. 
Either the base or the emulsion alone. 
[M.] 

Film Advance. A mechanism for 
bringing film into position for ex- 
posure or for projection. [M.] 

Film Edition. An edition of a printed 
work on film. Also called Film Issue. 
[M.] 

Film Facsimile. A photographic fac- 
simile on film. [M.] 

Film Gate. A mechanism for holding 
film in position during exposure or 
projection. [M.] 

Film Issue. See Film Edition. [M.] 

Film Library. A collection of printed 
or manuscript material on films. [M.] 
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Film Projector. See Projector. [M.] 

Film Size. The width of a film, usu- 
ally expressed in millimeters. [M,] 

Film Splicing. See Splicing. [M.] 

Film Spool. See Reel (1). [M.] 

Film Viewer. See Hand Viewer. [M.] 

Filmslide. A length of film, usually 
a double frame, mounted for projec- 
tion. [M.] 

Filter. A piece of colored optical 
glass placed before a lens to remove 
certain wave lengths from the light 
entering the lens. Also called Color 
Filter and Light Filter. [M.J 

Filter, Heat. See Heat Filter. [M.] 

Finding List. A list of books giving 
very brief entries. If it includes books 
in various localities, it is sometimes 
called a Union Finding List. 

Fine. A penalty for keeping books 
after they are due, in the form of a 
fixed charge of a few cents a day. 

Fine Calculator. See Fine Computer. 

Fine Computer. A device that indi- 
cates the amount of overdue fines to 
be charged a patron. Also called Fine 
Calculator. 

Fine Slip. A slip bearing a record of 
fines charged a borrower for overdue 
books. 

Finis. The end; frequently used at 
the end of a book. 


Firm Card. See Business Firm Bor- 
rower’s Card. 

First Edition. The edition that is 
printed first. The terms Editio Prin- 
ceps, Princeps Edition, and Princeps 
are generally used as synonyms, but 
are used by some bibliographers for 
the first printed editions of ancient 
authors. 

‘‘First” Indention. The distance from 
the left edge of a catalog card at 
which, according to predetermined 
rules, the author heading begins; on 
a standard ruled card, at the first 
vertical line. Also called Outer In- 
dention and Author Indention. [Ca.] 

First-line Index, An index to poetry, 
songs, or hymns, with entry under 
first line only. 

First-word Entry. Entry made from 
the first word of a title not an article. 

Fiscal Blue Book. A British govern- 
ment publication containing memo- 
randa, statistical tables, and charts, 
with reference to British and foreign 
trade and industrial conditions. 

Fist. See Index (2). 

Fixed Book Collection. See Fixed 
Collection. 

Fixed Collection. A colle^ition of 
books sent from a central agency, 
such as a library commission or a 
central school system reservoir, which 
remains a unit wherever it is sent. 
Also known as Fixed Book Collec- 
tion, Fixed Group, Fixed Group Col- 
lection; and, if for schools, as Fixed 
Classroom Collection, Fixed Unit. 
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Fixed Frame Camera. A camera that 
exposes single or double frames only. 
[M.] 

Fixed Group or Fixed Group Collec- 
tion. See Fixed Collection. 

Fixed Location. The arrangement of 
books in a library by which each book 
is assigned to a definite position on a 
certain shelf. Contrasted with Rela- 
tive Location. Also called Absolute 
Location. 

Fixed Unit. See Fixed Collection. 

Fixed Unit System. The sending of 
fixed collections to schools to remain 
for an extended period. 

Fixer-hypo. See ^^Hypo.” [M.] 

Fixing. The chemical process of 
making a developed image permanent 
by removing the undeveloped light- 
sensitive substances. [M.] 

Flange. The projection on either side 
of a rounded and backed volume. 
Also called Ridge or Shoulder. 

Flap. 1. The projecting edge of a 
flexible book cover, as in divinity- 
circuit binding. 2. In the new-book 
trade, either of the two turned-in ends 
of a book jacket, on which the blurb 
and other data are usually printed. 

Flat Back. A book back at right 
angles with the sides; opposed to the 
usual rounded back. 

Flat Sewing or Stitching. See Side 
Stitching. 

Flats. Two pieces of matched optical 


glass for holding film during projec- 
tion. Also called Optical Flats. [M.] 

Fleuron. See Floret. 

Flexible Binding. 1. Any binding 
having other material than stiff boards 
in its cover. 2. Any binding that per- 
mits the book to open perfectly flat. 

Flexible Classification. A classifica- 
tion scheme into which new subjects 
may be introduced without destroy- 
ing the logical arrangement of the 
system. 

Flexible Notation. A notation for a 
classification scheme that can be ex- 
panded with the growth of the scheme. 

Floor Case. A double-faced bookcase 
standing on the floor of a room, de- 
tached from walls. 

Floor Duty. An assignment away 
from the circulation desk to assist 
readers in selecting books or in find- 
ing particular books desired. 

Floret. 1. Originally, a typographical 
ornament shaped like a leaf or a 
flower; now, any small ornament 
without a border line or frame. Also 
known as Flower, Printer’s Flower, 
Type Ornament, and by the French 
term, Fleuron. 2. A leaf-shaped flower 
ornament used on bindings. 

Flower. See Floret. 

Fluid Unit System. See Block Sys- 
tem. 

Flush. See Cut Flush. 

Fly Leaf. 1. A blank leaf at the be- 
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ginning or the end of a book, between 
the lining paper and the first or last 
signature* 2. Loosely, also the blank 
free half of a lining paper or a blank 
leaf which is part of the first or last 
signature. [C.J 

Fly Sheet. A single printed sheet 
smaller than folio, especially a hand- 
bill or a similar fugitive printed piece. 

Fly Title. See Half Title (1). 

Focal Length. The distance from the 
center of a lens of negligible thickness 
to the focal point when the object is 
at infinite distance. [M.] 

Focal Point. The point at which a 
lens produces the smallest image of an 
object-point at a given distance. [M.] 

Focus, (n.) See Focal Length and 
Focal Point, (v.) To adjust the posi- 
tion of the lens with relation to the 
surface upon which the image is 
formed so as to obtain the sharpest 
image of the object. [M.] 

Fold Sewing. Book sewing done 
through the folds of signatures. Also 
called Sewing Through the Fold. 

Fold Symbol. A symbol indicating 
the number of leaves into which a 
sheet is folded, and thereby approxi- 
mately the size of the page, for ex- 
ample, 4®, 8°, etc. 

Folded or Folding Book. A form of 
book consisting of a strip folded ac- 
cordion fashion and attached at one 
or both ends to stiff covers. This type 
of book is common in the Orient and 
is less frequently found in other parts 
of the world, mostly in books of an 


unusual nature, generally pictorial, 
c.fif., views, panoramas, etc. [Ca.] 

Folded Leaf. A leaf boxmd in at one 
edge but folded one or more times. 

Folded Plate. See Folding Plate. 

Folder. 1. A publication consisting of 
one sheet of paper folded into two or 
more leaves, but not stitched or cut. 
The pages of a two-leaf folder are in 
the same sequence as those of a book, 
but a folder of three or more leaves 
has its printed matter so imposed that 
when the sheet is unfolded the pages 
on one side of the paper follow one 
another consecutively, [C.] 2. A large 
sheet of heavy paper folded once, or 
with additional folds at the bottom, 
usually with a projecting tab at top 
of the back flap; used as a holder for 
loose papers, etc. 

Folding Book. See Folded or Fold- 
ing Book. 

Folding Plate. A plate bound in by 
one edge and folded to fit the book, 
as distinguished from a double plate. 
Commonly called Folded Plate by 
catalogers. 

Foliation. 1. The consecutive num- 
bering of the folios (leaves) of a book 
or manuscript, as distinct from the 
numbering of the pages. 2. The total 
number of leaves, whether numbered 
or unnumbered, contained in a book 
or manuscript. [C.] 

Folio. 1. Format: a book printed on 
full-size sheets folded medially once, 
making two leaves, or four pages. 
Also the form (proportions) resulting 
from such folding. 2. Size mark: ac- 
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cording to the American Library As- 
sociation scale, a book which measures 
over 30 cm. in height. 3. Foliation: 
an individual leaf or book, as folio 1, 
folio 2, etc., whether numbered or 
unnumbered. The number, if used, 
appears on the recto of the leaf. In 
early printed books the folio (leaf) 
usually has printing on both sides; 
the practice of numbering both sides 
as pages was not firmly established 
until the sixteenth century. [C.] 

Folio Edition* An edition issued in 
folio form. 

Folio Line. The line upon which the 
number of a page stands. 

Folio Recto. See Recto. 

Folio Verso, See Verso. 

Follow Block. iSee Follower Block. 

Follow-up File. See Tickler System. 

Follower. See Follower Block. 

Follower Block. A movable piece of 
wood or metal in a vertical file or card 
catalog drawer to hold material in an 
upright position. Also known as Fol- 
low Block and Follower. 

Font. A complete assortment of type 
of one style and size, including upper- 
and lower-case letters, small capitals, 
punctuation marks, and special char- 
acters, with the necessary number of 
each. 

Foot. The bottom edge of a book, 
opposite the head. 

Footnote. A note at the bottom of a 


page bearing some relation to a par- 
ticular part of the text above, as an 
explanation, or a citation of a source 
or authority, and connected with that 
part of the text by a corresponding 
number, letter, or symbol. 

B‘ore Edge. The front or outer edge 
of a book; also called Front Edge. 

Fore-edge Painting, A picture painted 
on the fore edge of a book. 

Foreword. A preface; or, an intro- 
ductory note in a book, in place of, 
or in addition to, a preface. 

Form. 1. A blank or document to be 
filled in by the insertion of particulars. 
2. A specimen document, blank, or 
record (including a sample catalog 
card) intended to serve as a model 
in framing others. [C.] 3. Pages of 
type metal and illustrations arranged 
in proper order for the printed sheet 
and locked in a metal frame called a 
^‘chase,” ready for printing or for the 
making of an electrotype or a stereo- 
type. 

Form Card. A card used in catalogs 
that bears a printed or mimeographed 
statement applicable to many books, 
sets, headings, etc., with space for the 
addition of further information. 

Form Classification. The classifica- 
tion of books that is based on the man- 
ner of presentation rather than the 
subject, as in the Decimal classifica- 
tion of literature and general works. 

Form Division. A division of a classi- 
fication schedule or of a subject head- 
ing based on form or arrangement of 
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subject matter in books, as for dic- 
tionaries or periodicals. 

Form Entry. An entry in a catalog 
which lists books according to (1) the 
form in which their subject material is 
organized, as periodicals, dictionaries, 
or (2) their literary form, as poetry, 
drama. 

Form Heading. A heading used for a 
form entry in a catalog, e.g., Encyclo- 
pedias and dictionaries, Periodicals, 
Short stories. Sometimes known as 
Form Subject Heading. 

Form Subject Heading. See Form 
Heading. 

Format. 1. In a strict sense, the num- 
ber of times the original sheet* has 
been folded to form the leaves of the 
book, e,g., folio (folded once, making 
two leaves); quarto (folded twice, 
making four leaves); octavo (folded 
four times, making eight leaves) . Less 
strictly, the general proportions and 
approximate size of a book, etc., which 
would result from such folding. 2. 
Loosely, the general appearance and 
physical make-up of a book, etc., in- 
cluding proportions, size, quality and 
style of paper and binding, typograph- 
ical design, margins, illustrations, etc. 
[Ca.] 

Four-color Process. See Process Color 
Printing. 

Foxing. The discoloring of paper by 
dull rusty patches, attributed to fun- 
gus, impurities in manufacture, damp- 
ness, or other causes. 

Fraktur (Fractur, Fracture). Narrow 

* Paper is made in various sizes. 


and pointed Gothic type with breaks 
or ‘‘fractures** in the lines, still in use 
in Germany. 

Frame. 1. A binding ornamentation 
set in some distance from the edges of 
the sides. To be distinguished from 
Border, 2. The area of film that con- 
stitutes one exposure. The standard 
single frame is 24 x 18 mm.; the stand- 
ard double frame is 24 x 36 mm. [M.] 

Frame Line. The dividing line be- 
tween two frames. [M.] 

Free Access. See Open Shelves. 

Free Beading. Reading done by stu- 
dents in school or college voluntarily, 
apart from any requirement by teach- 
ers. Known also as Voluntary Read- 
ing, 

Free-reading Period. A class period 
when voluntary reading is allowed in 
a classroom or in a school library. 
Sometimes called Browsing Period. 

French Guard. The back edge of an 
insert, turned over and folded around 
a signature. 

French Joint. The free-swinging 
joint produced by setting the cover 
board a little distance away from the 
flange. Also called Open Joint. Op- 
posed to Closed Joint. 

Frequency. The intervals at which a 
serial is pubUshed, as weekly, monthly, 
annually, biennially. 

Front Edge. See Fore Edge. 

Front Matter. See Preliminary Matter. 
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Front Surface Mirror. A mirror that 
is silvered on the exposed surface. 
[M.] 

Frontispiece, A leaf with illustration 
(other than an engraved title page) 
preceding the title page. The illustra- 
tion usually faces the title page. A 
volume may be considered as having 
more than one frontispiece if two or 
more such leaves precede the title 
page, or if an additional frontispiece 
accompanies an added title page in an 
Oriental language at the end of the 
book. Ordinarily no other exceptions 
are made in cataloging. A frontispiece 
may be printed on one or both sides. 
[Ca.] 

Fugitive Material. Material printed 
in limited quantities and usually of 
immediate interest only at the time of, 
or in the place of, publication, such 
as pamphlets, programs, and near- 
print material. 

Full Binding, The binding of a, book 
completely, both back and sides, with 
any one material. Strictly, this term, 
and also the term “fxall-bound,” should 
apply only to leather bindings. Also 
called Whole Binding. Cf. Half Bind- 
ing, Quarter Binding, and Three- 
quarter Binding. 

FuU Cataloging. Cataloging that gives 
detailed bibliographical information in 
addition to the description essential 
for identifying books and locating 
them in a library. 

Full Score. A score giving on sep- 
arate staves all the parts of a musical 
composition to be performed simul- 
taneously. 


Galley Proof. A trial impression of 
type matter before it is made up into 
pages; named from ‘‘galley,’’ a tray 
for holding type when it is set. Also 
known as Slip, Slip Proof, Proof in 
Slips, and simply Galley. 

Gamma. The degree of contrast in a 
aim, [M.] 

Gap Card. A form card on which to 
record missing volumes and numbers 
of a periodical. 

Gathering. 1. The process of collect- 
ing, and arranging in proper order, 
the printed sheets of a book or pam- 
phlet, preparatory to binding. This 
assembling may take place before or 
after the sheets are folded. 2. The 
group of leaves formed by folding and 
laying together the one or more sheets 
or half-sheets which make up the sig- 
nature. The term quire is preferred. 
[C.] 

Gauffered Edges. See Goffered or 
Gauffered Edges. 

Gauze. See Crash (1). 

Gazette. 1. A newspaper. 2. Formerly, 
a journal containing cxirrent news. 3. 
A joTimal issued officially by a gov- 
ernment; specifically, one of the official 
semi-weekly journals issued in Lon- 
don, Edinburgh, and Dublin, giving 
lists of appointments and other public 
notices. 

Gazetteer. A geographical dictionary. 

Gelatine Process. See Collotype (1). 

Genealogical Table. A representation 
of the lineage of a person or persons 
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in tabular or diagrammatic form. In 
cataloging, such representations of 
fictional families are designated gene- 
alogical tables, but graphic outlines of 
pedigrees of animals are considered 
diagrams. [Ca.] 

General Catalog. See Central Cata- 
log. 

General Cross Reference. See Gen- 
eral Reference. 

General Information Reference Card. 
A card in a catalog referring from a 
specific subject on which the library 
has no books to a general subject 
which includes the specific subject. 

General Library. 1. A library not 
limited to a particular field or special 
subject. 2. The main library of a imi- 
versity library system. 

General Reference. A blanket refer- 
ence in a catalog to the kind of head- 
ing under which one may expect to 
find entries for material on certain 
subjects or entries for particular kinds 
of names. Also called General Cross 
Reference and Information Entry. 

General Secondary. In cataloging, a 
term sometimes applied to an added 
entry for a person or a corporate body 
whose relation to the work in hand 
cannot be indicated in the heading by 
the use of some specific designation 
such as editor, translator, illustrator, 
etc. [Ca.] 

Geographic Division. Subdivision by 
country, region, or locality, as in a 
classification system, or in subject 
headings. 


Geographic Filing Method. Arrange- 
ment of material according to place, 
alphabetically or by a geographic 
classification scheme. Sometimes, a 
subarrangement by place within any 
filing system. 

Ghost. See Bibliographical Ghost. 

Giftbook. An elaborate annual pub- 
lication of prose and poetry, popular 
in the early part of the nineteenth 
century. Also known as Keepsake. 

Gilt Edges. All three free edges of a 
book trimmed smooth and gilded. 

Gilt Top. Having the top edge only 
trimmed smooth and gilded. 

Glazed Morocco. Morocco in which 
the grain has been flattened by a 
calendering process. Distinguished 
from Crushed Morocco. 

Gloss. 1. A marginal or interlinear 
note explaining a word or expression 
in a manuscript text. 2. A glossary 

(Q.V.). 

Glossary. A list of unusual, obsolete, 
dialectal, or technical terms, with 
definitions or explanations. Sometimes 
called Gloss. 

Glossy Print. A paper print that has 
been dried on a metal or ferrotype 
plate. Also called Ferrotype. [M.] 

Goatskip. Leather manufactured from 
the skins of goats; generally known as 
morocco or levant. 

Goffered or Gauffered Edges. Edges 
decorated with a tooling or indented 
design after gilding. Also known as 
Chased Edges. 
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Gold Tooling. 1. Impressing an orna- 
mental design in gilt on a book cover 
by means of heated “tools’’ (dies), 
2. The effect thus produced. 

Gothic. 1. Pertaining to a medieval 
style of handwriting distinguished by 
its angular character. 2. The style of 
type in the earliest printing of the 
fifteenth century, based on writing in 
medieval manuscripts. Also called 
Black Letter and Text. See also Sans- 
serif. 

Gouge Index. See Thumb Index. 

Government Depository. See De- 
pository Library. 

Government Document. See Docu- 
ment; Government Publication. 

Government Library. A library es- 
tablished in a government department 
or oflBce, 

Government Publication. Any printed 
or processed paper, book, periodical, 
pamphlet, or map, originating in, or 
printed with the imprint of, or at 
the expense and by the authority of, 
any office of a legally organized gov- 
ernment. Often called Document, 
Government Document, and Public 
Document. 

Grade Library. See Classroom Li- 
brary (1). 

Graded Scheme of Service. A system 
adopted by an individual library for 
classifying its employees according to 
types of position and qualifications 
required for each, with specified 
methods of appointment and promo- 


tion, and generally with a salary 
schedule. 

Graded Service, See Graded Scheme 
of Service. 

Graduate Library School. 1. A school 
for education in librarianship that met 
minimxim standards of the Board of 
Education for Librarianship of the 
American Library Association from 
1925 to 1933 by requiring for entrance 
a college degree, being connected with 
a degree-conferring institution, and 
meeting requirements with respect to 
faculty, curriculum, and other factors, 
Cf. Type I Library School, Type II 
Library School. Less exactly, a school 
for education in librarianship requir- 
ing a college degree for entrance. 2. 
The library school of the University of 
Chicago, which requires for admission 
an approved bachelor’s degree or its 
equivalent, one year of training in a 
library school, and other requisites, 
and offers advanced work leading to 
the degrees of Master of Arts and 
Doctor of Philosophy. 

Graduate Reading Room. A reading 
room in a university library for the 
use of advanced students, with a col- 
lection of special value for research. 

Grain. Clumps of deposited silver in 
an image that show the structure of 
the image when the image is pro- 
jected. [M.] 

Grain Leather. The hair (or wool) 
portion of split leather. 

Grange Library. A library main- 
tained for its members by a local 
branch of the “Patrons of Husbandry.” 
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Grangerized. See Extra-illustrated. 

Graph. A representation of any sort 
of relationship by means of dots, lines, 
curves, etc., as in mathematics, chem- 
istry, sociological and economic sta- 
tistics, etc. 

Gravure. Any intaglio process of 
printing an illustration from a design 
engraved or etched on a metal plate, 
as photogravure, rotogravure. 

Green Film. Film that has not been 
sufficiently dried after development. 
[M.] 

Green Paper. A popular name for 
one of a series of British government 
publications issued by the Public Re- 
lations Department of the Post Office 
dealing with the various aspects of 
Post Office work. 

Groove. 1. A depression along each 
side of the back of a book, formed 
during the process of rounding-and- 
backing. 2. A depression along the 
binding edge of front and back covers. 
3. The space between the board and 
the back of the book in an open joint. 

Grotesque. See Sans-serif. 

Guarantor. A person who identifies 
an applicant for a library card and 
assumes responsibility for his ob- 
servance of library rules. 

Guarantor’s Card. A form signed by 
a guarantor. 

Guard (Binding). 1. A strip of pa- 
per, muslin, or other thin material, on 
which an insert, leaf, section, or map 
may be fastened to permit free flexing. 


Also called Stub. 2. One of several 
strips of paper or fabric put to- 
gether to balance the space to be taken 
up by a folded insert. 3. A strip of 
paper or other material reinforcing a 
signature. 4. A guard leaf (q.u.). 

Guard (Person) . A man stationed to 
control a library exit, to see that li- 
brary material to be taken from the 
building is properly charged, and to 
perform various other duties, such as 
checking parcels and wraps. Also 
called Doorman and Door Checker. 

Guard Leaf or Guard. An end leaf 
faced with silk or other material to 
protect and complement the doublure 
which it accompanies. [C.] 

Guard Sheet. As used on the catalog 
card, a leaf of paper (usually thinner 
than that on which the remainder of 
the book is printed) bearing descrip- 
tive letterpress or an outline drawing, 
inserted to protect and elucidate the 
plate or illustration which it accom- 
panies. The guard sheet is not nor- 
mally included in the pagination. If 
the descriptive letterpress is printed 
on the same kind of paper as the re- 
mainder of the book, the term leaf 
may be used. [C.] 

Guarded Signatures. Signatures, usu- 
ally the first and the last of a vol- 
ume, that have cambric pasted around 
the back to condition them for sewing. 

Guide. A card, or a sheet of metal, 
having a projecting labelled edge or 
tab higher than the material with 
which it is used, inserted in a file to 
indicate arrangement and aid in lo- 
cating material in the file. For a card 
the term Guide Card is also used. 
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Guide, Out. See Out Guide. 

Guide Card. See Guide. 

Guide Slip. See Process Slip. 

Guide Word. See Catchword (2). 

Guidebook. A handbook for travel- 
ers that gives information about a 
city, region, or country, or a similar 
handbook about a building, museum, 
etc. 

Guinea Edge. On book cover edges, 
a pattern resembling the milled edge 
of a gold guinea. 

Gutter. The combined marginal space 
formed by the two inner margins of 
confronting pages of a book. 

Gypsographic Print. See Seal Print. 

Hachure. On a map, one of a group 
of lines of varying length and thick- 
ness that represent the direction and 
steepness of slopes on the surface of 
the earth. 

Halation. The reflection of light<from 
the back surface of a bright spot on a 
film to the surrounding darker por- 
tions, for example, the halo around a 
street light in a night picture. [M.] 

Half Binding. A style of hand bind- 
ing having a leather back, leather cor- 
ners, and cloth or paper sides. In this 
style of binding the leather of file back 
usually extends on the boards one- 
quarter the width of the board, and 
the comers are in harmonious pro- 
portion. The term is applied also to 
any similar combination of two dif- 
ferent materials. There is a current 


tendency to consider half binding as 
not having leather comers. 

Half Leather. A half binding in which 
the back and comers are of leather, 
and the sides of some different mate- 
rial; c.fif., half roan, half morocco, etc. 

Half Linen. A style of edition bind- 
ing in which the back of the volume 
is covered with linen, and the sides 
usually with paper. 

Half Title. 1. A brief title (of a book, 
a series, or a collection) without im- 
print and usually without the author’s 
name, printed on a separate leaf pre- 
ceding the main title page. Called also 
Ply Title, Bastard Title, and False 
Title. 2. A brief title, printed on a 
separate leaf or page, preceding the 
text or introducing the sections of a 
work. Although the brief title printed 
at the beginning of the first page pf 
text is sometimes called the hal^ title, 
the term caption title is to be i^e- 
f erred. The half title introducing a*: ^ 
section of a work is called also Section 
Title and Sectional Title. 3. By exten- 
sion, the page or leaf bearing the half 
title, although strictly these should be 
called half-title page and half-title 
leaf. [C.] 

Half Tone. 1. A photoengraving plate 
on which a picture with gradations of 
tone has been photographed through 
a glass screen with fine cross rulings 
that break up the tones into dots. Also 
known as Half-tone Plate and Half- 
tone Block. 2. A Sprint or an illustra- 
tion produced from a half-tone plate. 

Half-tone Paper. A supercalendered 
or coated paper used for printing half 
tones. 
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Half-uncial. Relating to a medieval 
type of handwriting that combined 
uncial and minuscule forms. 

Hall Braille Writer. An obsolete ma- 
chine for writing braille invented by 
Frank H, Hall in 1892. Cf. Braille 
writing machine. 

Hand-copied Book. A book for the 
blind in which the braille transcrib- 
ing has been done by hand on a braille 
tablet or a braille machine. Only one 
copy can be made at a time. 

Hand List. A reference list in con- 
venient form. 

Hand Tooling. See Tooling. 

Hand Viewer. A simple, monocular 
optical device for reading short 
lengths of microfilm of low or me- 
dium minification. Also called Film 
Viewer and Viewer. [M.] 

Handbill. A small sheet containing 
an advertisement, to be distributed by 
hand. 

Handbook. A small reference book; 
a manual. 

Handmade Paper. Paper made by 
dipping a fine screen mold into the 
paper pulp by hand and lifting it with 
a peculiar motion that forms the sheet. 

Hanging Indention. Specifically, a 
form of indention in cataloging in 
which the first line begins at author in- 
dention, and succeeding lines at title 
indention. [Ca.] 

Hanging Press. See Rolling Press. 


Hard-grained Morocco. Morocco in 
which the natural network grain has 
been stretched in two directions. Cf. 
Straight-grained Morocco. 

Hardener. A solution of chemicals 
that hardens the gelatine of the emul- 
sion and renders it insoluble and re- 
sistant to scratches. [M.] 

Head. 1. (a.) A personnel rating 
term applied to a librarian in charge 
of a library, or of a particular type of 
work; e.g., head librarian, head cata- 
loger. (tl.) a librarian in charge of 
a department, division, etc.; e.g., head 
of branch department, head of tech- 
nology division. 2. The top of a book 
or a page. 3. By extension, the top 
portion of the backbone of a bound 
book. 

Head Title. See Caption Title. 

Headband. A small ornamental, and 
sometimes protective, band, generally 
of mercerized cotton or silk, placed at 
the head and tail of a book between 
the cover and the backs of the folded 
signatures. Formerly the two were 
distinguished as “headband” and “tail- 
band”; now both are called “head- 
bands.” 

Heading. 1. The word or words at 
the top of a page, chapter, section, or 
article. 2. In cataloging, the word, 
name, or phrase at the head of an 
entry to indicate some special aspect 
of the book (authorship, subject con- 
tent, series, title, etc.) and thereby to 
bring together in the catalog associ- 
ated and allied material. [Ca. (def. 
2 ).] 

Headline. 1. The line at the top of 
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the page giving the title of the book 
or the subject of the chapter or of 
the page. The headline of a single 
page is called also Pagehead. Cf. 
Running Title, Caption. [C.] 2. One 
of the lines above a newspaper item or 
article indicating the subject in con- 
cise and generally striking form. 

Headpiece. An ornamental design at 
the top of a page or at the beginning 
of a chapter. 

Hearings. United States government 
publications in which are printed 
transcripts of testimony given before 
the various committees of Congress. 

Heat Filter. Usually, a thick piece of 
plate glass placed between the light 
source and the condenser in a pro- 
jector to remove much of the heat 
from the light falling on the film. [M.] 

Heat Screen. A wire screen used as 
a heat filter. [M.] 

Heliotype. See Collotype (1). 

Hieroglyphics. Ancient Egyptian pic- 
ture writing; also picture writing of 
any people, as that of the Aztecs. 

Hinge. 1. Any paper or muslin stub, 
or guard, that permits the free flexing 
of an insert, leaf, section, or map. 
2. Joint (def. 1) (q.v.). 

History Card. A card in a catalog 
under the name of a corporate body 
that states briefly the date of found- 
ing, date of incorporation, change of 
name, and affiliation or union with 
other bodies. Sometimes called Infor- 
mation Card. 


Holdings. 1. The books, periodicals, 
and other material in the possession 
of a library. 2. Specifically, the vol- 
umes or parts of a serial in the pos- 
session of a library. 

Hollow. The open space between the 
cover and the book back of a loose - 
back volume. 

Hollow Back. See Loose Back. 

Holograph. A manuscript or docu- 
ment wholly in the author’s own 
handwriting. 

Home Library. An early form of 
traveling library sent to a home by a 
city library or a library extension 
agency. Also called House Library. 

Home Library Visitor. A staff mem- 
ber delegated to make personal con- 
tact with groups served by small 
collections of books placed in a home. 
Obsolescent, 

Home Use. The use of library books 
outside the library, and sometimes, in 
recording circulation, the use of books 
loaned from a traveling library. 

Hornbook. An early form of primer, 
consisting of a sheet of parchment or 
paper, mounted on a thin piece of 
wood with a handle at the bottom 
and protected by transparent horn. 
Cf, Battledore. 

Hospital Library. 1. A library main- 
tained by a hospital for the use of its 
staff, or its staff and patients. 2. A 
collection of books sent to a hospital 
from a public library for the use of 
the patients. 
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Hot Spot* A bright spot in the cen- 
ter of a projected image. [M.] 

House Library. 1. A home library 
(q-v,). 2. A library in a residential 
house at Harvard serving one of the 
residential groups or houses into 
which the undergraduate students are 
divided. 

House Organ. A type of periodical 
issued by companies and other organ- 
izations for: (1) internal distribution, 
i.e., to employees; often largely con- 
cerned with personal and personnel 
matters; sometimes called Employee 
Magazine or Plant Publication; (2) 
for external distribution, i.e., to deal- 
ers, customers, and potential custom- 
ers; generally including articles on the 
company’s products and on subjects 
related to the industry. 

Humanistic Hand. A medieval hand- 
writing less angular than Gothic, 
based on old Roman capitals and the 
Carolingian minuscule. 

Hygrometer. An instrument for 
measuring humidity. [M.] 

“Hypo.” Sodiiun thiosulphate, the 
fixing agent almost invariably used to 
remove any undeveloped light-sensi- 
tive substances from film. Also called 
Fixer-hypo, [M,] 

I Size Card. See Index Size Card. 

Iconography. The study of the pic- 
torial representation of persons or ob- 
jects in portraits, statues, Coins, etc. 

Identification Card. A card issued to 
a borrower, bearing his name, address, 
and registration number. 


Identification Number. A number 
stamped in a book, pamphlet, or other 
material as a substitute for other ac- 
cession records. 

Identification Strip. A short strip of 
film at the beginning of a roll of 
microfilm, on which has been photo- 
graphed a description of the film, in 
letters large enough to be read with 
the naked eye. [M.] 

Ideograph or Ideogram. A symbol or 
picture used in writing to represent 
an object or an idea, as in hiero- 
glyphics. 

Illuminated. Adorned by hand with 
richly colored ornamental initial let- 
ters, decorative designs, or illustra- 
tions. 

Illustrated Covers. See Decorated 
Covers. 

Illustration. A pictorial or other rep- 
resentation in or belonging to a book 
or other publication, as issued; usu- 
ally designed to elucidate the text. In 
the narrow sense the term stands for 
illustrations within the text (ie., those 
which form part of the text page, or 
which are printed on a leaf bearing, 
on the reverse side, text other than 
mere descriptive legend). Normally 
such illustrations are included in the 
pagination. [Ca.] 

Illustrator. An artist who draws the 
pictorial illustrations for a book or 
periodical. 

Image. 1. A reproduction of an ob- 
ject, formed by a lens or a mirror. 
2. A photographic image is the deposit 
of silver that forms the picture. fM.] 
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Image, Latent. See Latent Image. 
[M.] 

Imitation Russia. V egetable - tanned 
leather finished with oil of crude birch 
to give it the odor characteristic of 
genuine russia. , 

Impression (Binding) . The effect 
produced by stamping, printing, or 
tooling a design or lettering on the 
cover of a volume. 

Impression (Edition, etc.) . All copies 
of a work printed at one time from 
one setting of type. There may be 
several impressions, presumably unal- 
tered, of one edition, each new print- 
ing from standing type or original 
plates constituting a “new impres- 
sion” of the work. Sometimes called 
Printing. If, however, the pages are 
reimposed to produce a different for- 
mat, the resultant impression should 
be considered a different edition. For 
“revised (or corrected) impression,” 
see Issue (Edition, etc.). [Ca.]v 

Impression (Engravings and old 
maps). A single copy of a print or 
map. 

Imprimatur. In old books, a state- 
ment of official permission to publish 
given by a secular or an ecclesiastical 
authority. The term is now found 
chiefly in religious works by Catholic 
authors. 

Imprint, 1. The place and date of 
publication, and the name of the pub- 
lisher or the printer (or sometimes 
both); ordinarily printed at the foot 
of the title page. Originally the term 
applied only to the printer's imprint, 
which consisted of his name and place 


of business. Later the term was ex- 
tended to include the name of the 
publisher and the place and date of 
publication. The printer’s name, with 
or without address, is now more often 
printed inconspicuously on the verso 
of the title leaf or at the foot of the 
last printed page of the final signa- 
ture. 2. The statement giving such 
information in a bibliographical de- 
scription of a printed work. [Ca.] 3. A 
book or other publication that has 
been printed. The term is often used 
for a book printed in a particular 
country or place, as “early American 
imprint.” 

Imprint (Binding). 1. The name of 
the owner of a book as stamped on 
the binding, usually at bottom of the 
spine. Also known as Library Stamp. 
2. The name of the publisher as 
stamped on the publisher’s binding, 
usually at bottom of the spine. 3. The 
name of the binder as stamped on the 
cover. (Not used by library binders 
in the United States.) 

Imprint Date. The year of publica- 
tion or printing as specified on the 
title page. [C.] 

In Boards. An obsolete style of bind- 
ing in which the book was trimmed 
after the board sides had been laced 
onto the bound volume. Short for 
“cut in boards.” Not to be confused 
with Boards. 

In Press. In process of being printed. 

In Print, Available from the pub- 
lisher. 

In Progress. Not complete, but with 
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volumes or parts issued as they are 
ready. 

In Quires. Said of a book in folded 
sheets, not stitched or bound. Also 
spoken of as “in sheets,” or “in sig- 
natures.” “In quires” is preferred be- 
cause of its connotation that the sheets 
have been folded. [Ca.] 

In Sheets. Said of a book, with 
printed sheets not folded, or with 
printed sheets folded but not stitched 
or bound. For the latter state “in 
quires” is preferred, [Ca.] 

In Signatures. See In Quires, 

In the Trade. Issued by and obtain- 
able from regular publishing firms 
rather than from government or pri- 
vate presses. 

Incipit. “Here begins.” The opening 
words of a medieval manuscript or an 
early printed book, or of one of its 
divisions; if at the beginning, often 
introducing name of the author and 
title of the work, and sometimes called 
Title Caption. 

Inclusive Edition. An edition of all 
of an author’s works, or all of a par- 
ticular type, written or published up 
to the time of its publication. 

Incomplete File. A periodical or 
newspaper set from which volumes 
or numbers are lacking. Also called 
Broken File. 

Incunabula (Incunables). (From the 
Latin, pi., cunahula, cradle.) Books 
printed from movable type during the 
fifteenth century. Also known as 
Cradle Books. 


Incut Note. See Cut-in Note. 

Indention. Specifically, the distance 
from the left edge of a catalog card 
at which, according to predetermined 
rules, the various parts of the descrip- 
tion and their subsequent lines begin. 
[Ca.] 

Independent. One of two or more 
pamphlets or bibliographically inde- 
pendent books, not sequents, bound 
together after publication. Sometimes 
called informally in cataloging a 
“Bound with.” 

Index. 1. A list of topics, names, etc., 
treated in a book or a group of books, 
with references to pages where they 
occur. 2. A card list in a library of 
references to material on a special 
topic, subject, etc. 3. A guide to ma- 
terial arranged by a different scheme 
from that used for the material itself, 
c.g., a list in a special library by trade 
name of material filed by name of 
company. 4. In a special library, a 
list of special sources of information 
not in the library. 5. The character 
Mr, an old style reference mark, used 
to point to material. Also known as 
a Hand, a Fist, or an Index Finger. 
6. A shortened form for the Index 
Librorum Prohibitorum, 

Index Librorum Prohibitorum, The 
list of books which Catholics are for- 
bidden by the highest ecclesiastical 
authority to read or retain without 
authorization. Commonly called the 
Index, and the Roman Index. Also 
known as Index Purgatorius. 

Index Map. A key map that shows 
the location of the various areas rep- 
resented by single maps when a group 
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of maps has been prepared, or is be- 
ing prepared, on the same scale for 
sections of a larger area. Also called 
Location Map. 

Index Purgatorius. See Index Libro- 
rum Prohibitorum. 

Index Size Card. A card 12.5 x 7 
centimeters, formerly used for librarj^ 
records. Also known as I Size Card. 

Indexing Service. Indexes, frequently 
cumulative, for particular subjects or 
for certain types of publications, sup- 
plied by an agency regularly through 
subscription or in response to special 
requests. 

India Paper. A strong, very thin 
opaque paper made to resemble Ori- 
ental paper; used for Bibles and some 
reference books. Also known as Bible 
Paper. 

India Proof Paper. See Chinese Pa- 
per. 

Indicator, 1. A board on which is 
flashed the number of a ticket given 
to a reader waiting for a book re- 
quested, to show that his book is 
ready. 2. A device used in English 
libraries, and sometimes in American 
libraries in the past, to show whether 
a book desired is on the shelf or in 
circulation. 

Indirect Subdivision. Subdivision of 
subject headings by name of country 
or state with further subdivision by 
name of province, county, city, or 
other locality. 

Information Card. See Authority 
Card; History Card. 


Information Desk. A desk or a table 
in the charge of an a.ssisiant who 
directs readers to the various parts 
of the library building and assists 
them with general information. 

Information Entry. See General Ref- 
erence. 

Information File. 1. A file containing 
pamphlets and other material use- 
ful for miscellaneous information, ar- 
ranged for ready reference. 2. A card 
file of references to sources of infor- 
mation on various topics. 

Infra-red Light. Light that is not 
visible to the naked eye because its 
wave length is longer than that of the 
deepest visible red light. [M.] 

Initial Letter. A large capital letter, 
often ornamental in design, at begin- 
ning of the first word of a chapter or 
paragraph. Also called Ornamental 
Initial and Initial. 

Inlaid. 1. Inset in a border or frame 
of paper, the overlapping edges first 
having been shaved thin in order to 
make the resultant sheet of uniform 
thickness. A remargined leaf is not 
necessarily inlaid. 2. Laid between 
the halves of a paper or cardboard 
mat which protects and enframes. [ C. J 
3. The condition of a leather-bound 
book in which the cover has had an- 
other color or kind of leather set in. 

Inlay. 1. In library binding, the pa- 
per used (or stiffening the backbone 
of the cover. Commonly, but less 
strictly, called Back Lining or Back- 
strip. 2. A picture or decoration in- 
serted in a book cover by inlaying. 
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Cf. Onlay. 3. A piece of graphic ma- 
terial, like a manuscript or a letter, 
mounted in a cutout frame of paper 
so that both sides can be seen. 

Inner Indention. See ‘‘Second” In- 
dention. 

Inner Margin. See Back Margin. 

Inscribed Copy. A copy of a book in 
which has been written a person’s 
name, remarks, or both a name and 
remarks, especially one with auto- 
graph of the author. 

Insert. 1. An illustration, map, or 
other piece, produced separately from 
the body of a book, but bound in it. 
2. In newspapers and magazines, and 
sometimes other publications, an ex- 
traneous piece, not originally an in- 
tegral part of a publication, slipped in 
to accompany the publication. 

In-service Training. A program of 
systematic instruction and practice 
provided, planned, and organized by 
a library administration to aid in 
the professional development of staff 
members while they are engaged in 
their work. 

Inset. 1. A smaller map, illustration, 
etc., printed within the border of a 
larger one. 2. The folded offcut, in- 
serted at the center of the quire in 
some formats, e.g., in duodecimo, etc. 
Cf, Offcut, Signature. [Ca.] 

Inset Map. A smaller map printed 
within the border of a larger one. Not 
to be confused with a continuation of 
a larger map printed within the same 
border. [Ca.] 


Inside Margin. 1. The back margin 
(q.u.). 2. The part of the turn-in on 
a book cover not covered by the end 
paper. 

Inside Strip. See Joint (1). 

Inspector of Libraries. See Library 
Organizer. 

Institutional Library. A library main- 
tained by a public or a private insti- 
tution, as a prison library, a hospital 
library. 

Intaglio Printing or Intaglio. Print- 
ing from a design cut into or etched 
on a surface, usually of metal, the 
incised lines holding the ink; e.g., 
engraving, photogravure. Contrasted 
with relief printing and lithographic 
printing. 

Interbranch Loan. A loan of mate- 
rial by one branch library to another. 

Interbranch Record. A union list at 
a central library of all borrowers in 
the library system, with addresses, 
notes of unpaid fines, and similar in- 
formation. 

Interchange of Librarians. See Ex- 
change of Librarians. 

Interests Record. A record indicat- 
ing the work interests of individuals 
among a special library’s clientele, as 
a guide to the library staff for ab- 
stracting, routing, etc. 

Interim Copyright. See Ad Interim 
Copyright. 

Interleaved. Having leaves, usually 
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blank leaves, inserted between the or- 
dinary leaves. 

Interlibrary Loan. 1. A cooperative 
arrangement among libraries by which 
one library may borrow material from 
another library. 2. A loan of library 
material by one library to another 
library. 

Interlinear. 1. Between the lines of 
a text, as interlinear notes. 2. Written 
or printed with explanatory notes, 
translation, or glosses between the 
lines of the text. 

Intermediate Department. 5ee Young 
People’s Department. 

Intern. A professionally trained 
young librarian who is working in a 
library for a specified period in order 
to receive planned and supervised 
training that allows the application of 
theory to actual, varied practice. 

International Copyright. A system of 
common copyright privilege accorded 
to authors, composers, and artists in 
those countries that are members of 
the International Copyright Union un- 
der the Berne Convention of 1886 and 
the Berlin Convention of 1908. 

Introduction, A preliminary part of 
a book that states the subject and dis- 
cusses the treatment of the subject in 
the book. 

Introduction Date. The date of a 
book as given at the beginning or at 
the end of the introduction. 

Inventory. 1. A checking of the book 
collection of a library with the shelf 
list record to discover books missing 


from shelves. 2. In archives admin- 
istration, a list of the material in a 
record group arranged basically in 
the order in which the material is 
arranged. 

Inventory Truck. A small movable 
desk-like truck, fitted to hold a card 
tray and with space for books, for use 
in inventory. 

Inverted Heading. A subject heading 
with the natural order of the words 
transposed, e.g.. Psychology, Experi- 
mental. Also called Inverted Subject 
Heading. 

Inverted Pages, The arrangement of 
a book containing two separate works 
issued together, with or without an 
inclusive title page or cover title, and 
bound in such a way that one is in- 
verted with respect to the other, hav- 
ing a title page at each end of the 
volume and end pages in the center. 
[Ca.] 

Inverted Subject Heading. See In- 
verted Heading. 

Issue (Circulation) (n.) 1. The num- 
ber of books loaned during a given 
period. Synonymous with Circulation. 
2. The book cards representing books 
loaned for a given period, (r,) To 
charge a book. 

Issue (Edition, etc.). Specifically, a 
distinct group of copies of an edition, 
distinguished from the rest by more 
or less slight but well-defined varia- 
tions in the printed matter. 

Different issues^’ are those in which 

*A binding variant does not necessarily in- 
dicate a different issue, .since there may be 
several different (siniullancous or successive) 
bindings of Ihe sheet:, of a issue. 
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intentional** changes have been made 
without resetting the type for the 
whole work. Such issues may be the 
result of (a) the distribution of the 
sheets of a single impression among 
two or more publishers, those copies 
issued by each being distinguished by 
different imprint or title page and 
possibly different preliminary matter; 
(b) the issue of the sheets of an exist- 
ing impression with a new or changed 
title page, preface, notes, or in a dif- 
ferent number of volumes, etc.; or (c) 
a new impression for which revisions 
have been incorporated in the original 
type or plates, e.g., a “revised (or 
corrected) impression.” [Ca.] 

Issue (Old maps). The number of 
impressions (copies) made at a given 
time without any change being made 
in the plate. 

Issue (Periodical). See Number 
(Publication) (1). 

Issue (Publishing). Specifically, to 
produce, or cause to be produced, 
books or other printed matter for sale 
or for private distribution. [C.] 

Issue Desk. See Circulation Desk. 

Issuing Department. See Circulation 
Department. 

**Since in early printed books the composi- 
tion and presswork were done by hand, it was 
possible for corrections, changes, and errors to 
be made during the course of printing. Re- 
sultant sheets, both corrected and uncorrected, 
were assembled in various accidental combina- 
tions, possibly issued at different times. To 
describe a copy which one has been unable to 
identify as belonging to an issue' (the same 
differences common to a group of copies) the 
terms ^‘variant,'* ^'variant copy/^ and *‘state"" 
have all been used. Since best usage is still 
undecided there is no recommendation of a 
preferred term. “State” has been used also to 
describe condition. 


Issuing Office. The department, bu- 
reau, office, division, or other specific 
governmental body responsible for the 
issuing of a government publication. 

Italic. A variety of type with letters 
that slope to the right, based originally 
on the handwriting of Italian official 
documents. 

Jacket. See Book Jacket. 

Jacket Cover. See Book Jacket. 

Japanese or Japan Paper. 1. A soft 
thin paper made in Japan from the 
bark of the mulberry tree; used for 
proofs of engravings, etc. 2. An imi- 
tation of the Japanese-made paper. 

Japanese Style. See Chinese Style. 

Japanese Tissue. A very thin, strong, 
transparent tissue paper, often pasted 
on each side of old or worn paper to 
preserve it. 

Joined Hand. A type of vertical 
handwriting with connected letters. 

Joint. 1. Either of the two portions 
of the covering material that bend at 
the groove and along the flange when 
the covers of a bound book are 
opened. Sometimes called Inside Strip 
or Hinge. 2. (pi.) The reinforce- 
ments applied to the end linings, or 
to the combination of end papers and 
end signatures, designed to strengthen 
the binding. 

Joint Author. A person who collab- 
orates with one or more associates to 
produce a work in which the contri- 
bution of each is not separable from 
that of the others. [C.] 
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Journal. 1. A periodical or a news- 
paper, 2. Specifically, a periodical is- 
sued by an institution, corporation, or 
learned society, containing current 
news and reports of activities and 
work in a particular field. 3. The rec- 
ord of proceedings or transactions of 
a learned society, or the daily record 
of a public body such as a legislature. 
4. A person’s daily record of his activ- 
ities. 

Junior. A personnel rating term 
added to titles of positions to indicate 
relative rank; applied usually to as- 
sistants who under supervision do the 
simpler kinds of nonsupervisory work 
or, in some cases more difficult work 
requiring special qualifications. 

Junior Department. See Children’s 
Department; Young People’s Depart- 
ment. 

Junior Undergraduate Library School. 
A school for education in librarian- 
ship that met minimum standards of 
the Board of Education for Librarian- 
ship of the American Library Asso- 
ciation from 1925 to 1933 by being 
connected or affiliated with an ap- 
proved library, college, or imiversity, 
requiring for entrance one year of, 
college work and meeting other re- 
quirements with respect to faculty, 
curriculum, and other factors. Cf. 
Type III Library School. 

Justification. A printing 'operation 
that equalizes the lengths of type lines 
and adjusts cuts in the proper posi- 
tion in a form by the insertion of 
spaces. 

Juvenile Department. See Children’s 
Department. 


Juveniles. Children’s books. 

Juvenilia. Works produced in youth, 
especially early works of distinguished 
authors. 

Keepsake. See Giftbook. 

Kern. The part of a type face that 
extends beyond the body. 

Kettle Stitch. A stitch used in book 
sewing by means of which each sig- 
nature is firmly united to the preced- 
ing one at head and tail. Also called 
Chain Stitch. 

Key Word. See Catchword (2). 

Keystoning. The effect produced in 
a projected image when the screen on 
which the image is projected is not 
perpendicular to the axis of projec- 
tion. [M.] 

Kip Calf. Leather made from the 
skins of neat cattle of intermediate 
size, i.c., leather between calfskin and 
cowhide. 

Kleidograph. A machine similar to 
a typewriter for writing New York 
point, a type for the blind no longer 
used. 

L Sheet. A sheet of paper of letter 
size, usually 8x11 inches. 

Label (Binding). A piece of paper 
or other material, printed or stamped, 
affixed to a book cover. The usual 
position is on the spine or the front 
cover. 

Label Holder. A small frame, gener- 
ally of metal, to hold a label. If it . 
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on the end of a bookcase, it is also 
known as a Card Frame. 

Label Title. The title of a fifteenth- 
century book printed in sentence form 
near the top of a separate leaf at the 
beginning of the book, and occasion- 
ally on the back of the last leaf, in 
place of, or in addition to, such a title 
at the front of the book. 

Laboratory Collection. 1. A small 
group of books belonging to a college 
or a university library, kept in a lab- 
oratory, a professor’s ofiice, or a de- 
partment office as a direct help in 
teaching a certain subject. 2. A group 
of books in a teacher-preparing insti- 
tution, a library school, or other sim- 
ilar institution, organized for purposes 
of demonstration, practice, and project 
work. 

Laboratory Work. In a library school, 
supervised practice closely related to 
a particular class assignment and usu- 
ally directed by the instructor of the 
course. 

Lacuna, A gap. (pL lacunae.) Gaps 
in the collections of a library that 
need to be filled. 

Laid Lines.. The close thin lines in 
laid paper that show lighter than the 
rest of the paper; produced in the 
process of manufacture. 

Laid Paper, Paper that shows close 
thin parallel lines crossed by heavier 
lines about an inch apart, which are 
produced in the process of manufac- 
ture. 

Lamination. A method of repairing 
and protecting manuscripts and other 


material by the use of cellulose ace- 
tate foil fused with the paper by heat 
and pressure, or by the use of liquid 
sprays. 

Lamp House. A small metal com- 
partment in which the lamp of a pro- 
jector is mounted. [M.] 

Language Subdivision. 1. A subdi- 
vision according to language, as in 
catalog entries for sacred books, e.g., 
Bible. English. 2. A subdivision by 
topic under a language division of a 
classification scheme, e.g., Etymology, 
or Grammar, under English language. 

Large Paper Copy or Edition. A 
copy or an edition of a book printed 
on paper of extra size, allowing wide 
margins, with letterpress the same as 
in the regular edition. 

Latent Image. An invisible image 
produced by the action of light on the 
photosensitive material in a film. This 
latent image is made visible by de- 
velopment. [M.] 

Law Binding. A style of plain full- 
leather binding (usually sheep), in 
light color, with two dark labels on 
back; now reproduced in buckram. 

Law Buckram. A buckram book 
cloth made to resemble sheepskin in 
color. 

Law Calf. 1, Uncolored calf. Practi- 
cally obsolete. 2. A cream-colored, 
bark-tanned, smooth-surfaced calf, 
much used on the better grade of law 
bindings. 3. A misnomer for law 
sheep. 

Law Sheep. Sheepskin in its natural 
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color; used largely for the binding of 
law books. 

Layout. A plan prepared for a printer, 
or by a printer, showing general ar- 
rangement of matter, and of type, 
illustrations, etc., with indication of 
type styles and sizes. 

Leader. A piece of blank film at- 
tached to the beginning of a roll of 
microfilm for threading into the pro- 
jector and for the protection of the 
first frames of the roll. [M.] 

Leaders. A line of dots, hyphens, or 
other characters, used to guide the 
eye across a space, as in indexes, 
tables, etc. 

Leading. The spacing between lines 
of print, secured usually by inserting 
between the lines of type thin metal 
strips less than type high called 
‘leads.’^ 

Leaf. 1. One of the units into which 
the original sheet or half sheet of 
paper, parchment, etc., is folded or 
divided to form a book. A leaf con- 
sists of two pages, one on each side, 
either or both of which may be blank, 
or may bear printing, writing, or illus- 
tration. [C.] 2. Gold leaf. 3. Thin 
metallic sheets, other than gold, used 
in lettering. 

Leaflet. 1. In a limited sense, a pub- 
lication of from two to four pages 
printed on a small sheet folded once, 
but not stitched or boimd, the pages 
following in the same sequence as in 
a book. 2. In a broader sense, a small 
thin pamphlet. 


Leather-bound. Either fully or partly 
bound in leather, but always with a 
leather back. 

Ledger Charging System. An obso- 
lete system for charging books in 
which the record was kept in an ac- 
count book. 

Legal Cap File. See Legal Size Ver- 
tical File. 

Legal Size Vertical File. A File with 
drawers large enough to accommodate 
legal size paper. Also called Legal 
Cap File. 

Legend. 1. A title or other descriptive 
text printed below an illustration or 
an engraving. 2. On a map, an ex- 
planation of symbols, etc., to aid in 
reading the map. 3. A story based on 
tradition rather than fact, but con- 
sidered historical in the popular mind. 

Legislative Manual. See State Man- 
ual. 

Legislative Reference Service. As- 
sistance given by a library in prob- 
lems of government and legislation, 
especially in connection with proposed 
or pending legislation, sometimes in- 
cluding the drafting of bills. 

Lending Department. See Circula- 
tion Department. 

Lending Desk. See Circulation Desk. 

Lens Aperture. Tlie area of a lens, 
which can usually be adjusted by a 
mechanical diaphragm, [M.] 

Let-in Note. See Cut-in Note. 
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Letter-by-Ielter Alphabetizing or Al- 
phabeting. Arranging alphabetically, 
strictly according to letters, regardless 
of their division into words. 

Letter Symbols (Size notation). See 
Size Letters. 

Lettered Proof. A proof of an en- 
graving with its title and names of 
artist, engraver, and printer engraved 
in the margin. 

Lettering. 1. In binding, the process 
of marking a cover with title or other 
distinguishing characters, and, in a 
loose sense, with the accompanying 
ornamentation. 2. The result of this 
process. 

Letterpress, (a.) Printed from raised 
surfaces, such as type, rather than by 
intaglio or lithographic processes, (n.) 

1. Printed matter produced from 
raised surfaces, such as type. 2. Read- 
ing matter in a book as distinguished 
from the illustrations. 

Levant. A high-grade morocco hav- 
ing a grain somewhat coarser than 
Turkey morocco; made from the skin 
of the Angora goat. 

Level (Stack). See Deck. 

Librarian. 1. A person responsible 
for the administration of a library. 

2. The chief administrative officer of a 
library. 3. A professional member of 
a library staff. 4. Combined with name 
of department, type of work, kind of 
library, or with a personnel rating 
term, the term is used to designate the 
title of a staff member: e.g.^ order 
librarian, children's librarian, branch 
librarian, senior librarian. 


Librarian’s Note. A critical annota- 
tion of a book, written to aid the li- 
brarian in the choice of books for the 
library and in recommending books 
to readers. 

Librarianship. The application of 
knowledge of books and certain prin- 
ciples, theories, and techniques to the 
establishment, preservation, organiza- 
tion, and use of* collections of books 
and other materials in libraries, and 
to the extension of library service. 

Library. 1. A collection of books and 
similar material organized and admin- 
istered for reading, consultation, and 
study. 2. A room, a group of rooms, 
or a building, in which a collection of 
books and similar material is organ- 
ized and administered for reading, 
consultation, and study. 3. Synony- 
mous with series as part of the col- 
lective title for a group of books issued 
in the same form by a publisher. 

Library Administration. The active 
management of a library, including 
the formation and carrying out of 
policies and plans. 

Library Agency. Any organized me- 
dium for the collection, distribution, 
and use of books through library 
activity; as, a library, a library com- 
mission, a branch library. 

Library Binding. 1. A special form 
of bookbinding that has strength and 
durability to withstand severe library 
use. Distinguished from Edition Bind- 
ing. 2. The processes employed in 
producing such a binding. 

Library Board. See Board of Trus- 
tees. 
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Library Card. See Borrower’s Card. 

Library Center. A branch library in 
a regional library system. 

Library Club. 1. In a school library, 
a club which assists in the work of 
the library and may or may not follow 
a reading program. 2. A local, dis- 
trict, or state group of librarians or- 
ganized to meet for discussion and 
action on professional matters. 

Library Commission. 1. An organiza- 
tion created by a state to promote 
library service within the state by the 
establishment, organization, and su- 
pervision of public and, sometimes, 
school libraries, and by the lending of 
books and other material to libraries 
and to communities without libraries. 
The term State Library Agency is re- 
placing this term. 2. Occasionally, a 
local library board. 

Library Corner. A book corner in 
which the covering material is not 
cut, the excess being taken up in *two 
diagonal folds, one under each turn-in. 
Also called Dutch Corner, and some- 
times, loosely, Round Corner. Cf. 
Mitered Corner and Square Corner. 

Library Discount. Reduction from 
list price allowed to libraries by pub- 
lishers, jobbers, local dealers, and 
other agents. 

Library District. 1. An area in which 
the citizens have voted to assume a 
tax to support a public or a school 
library, according to legal provisions. 
2. One of the sections into which a 
state is divided for the holding of 
library institutes. 3. One of the re- 
gional sections into which a state is 


divided to facilitate the establishment 
and maintenance of public libraries in 
accordance with a state plan. 

Library Economy. The practical ap- 
plication of library science to the 
founding, organizing, and administra- 
tion of libraries. 

Library Edition. 1. A publisher’s 
term for a series or. a set of books, 
often all the works of an author, is- 
sued in a uniform style. The term is 
little used at present. 2. An edition 
prepared with an especially strong 
binding for library use. Also known 
as Special Library Edition and Spe- 
cial Edition. 

Library Extension. The promotion 
of libraries and wider library service, 
by state, local, or regional agencies. 

Library Hand or Handwriting. A 
standard type of vertical writing much 
used in the past for library records. 

^‘Library Has” Statement. A note in 
a catalog entry for a serial indicating 
the library’s holdings. 

Library Hour. A regularly scheduled 
period which a student or a class 
spends in the library. Also called 
Library Period. 

Library Inspector. See Library Or- 
ganizer. 

Library Instruction. Teaching read- 
ers how to use the library and its 
materials. 

Library of Congress Card. One of 
the printed catalog cards issued by 
the Library of Congress. 
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Library of Congress Classification. 
A system of classification for books 
developed by the Library of Congress 
for its collections. It has a notation 
of letters and figures that allows for 
expansion. 

Library of Congress Depository Cata- 
log. A catalog containing a complete 
set of cards printed by the Library of 
Congress, placed without charge in 
certain libraries. Also called Deposi- 
tory Catalog. 

Library Organizer. A member of a 
state library agency, such as a library 
commission, who inspects libraries, 
assists in establishing, organizing, and 
reorganizing libraries, and advises li- 
brarians in the state. Also called 
Library Visitor, Field Visitor, and, 
less frequently, Library Inspector and 
Inspector of Libraries. 

Library Pass. See Admission Record. 

Library Period. See Library Hour. 

Library Permit. See Admission 
Record. 

Library Planning. 1. Developing a 
plan for the design and construction 
of a library building or the buildings 
of a library system. 2. The formxila- 
tion of comprehensive integrated plans 
for library objectives in city, county, 
region, state, or nation. 

Library School. An agency which 
gives in a single academic year at least 
one co-ordinated professional cur- 
riculum in library science, for which 
credit for a full year of study is 
granted in accordance with the prac- 
tice of the institution. 


Library Science. The knowledge and 
skill by which printed or written rec- 
ords are recognized, collected, organ- 
ized, and utilized. 

Library Stamp (Binding). See Im- 
print ( Binding) ( 1 ) . 

Library Trustees. See Board of Trus- 
tees. 

Library Unit. A group of books sent 
to a classroom from a central school 
reservoir collection. 

Library Visitor. See Library Organ- 
izer. 

Libretto. The literary text of an ex- 
tended vocal composition, such as an 
opera, oratorio, or cantata; a text in- 
tended for musical composition in one 
of these forms. [Ca.] 

License. See Cum Licentia; Cum 
Privilegio. 

Lichtdruck. See Collotype (1). 

Lift, Book. See Book Lift; Book 
Conveyor. 

Ligature. Two letters or characters 
connected by one or more strokes in 
common, as in ancient manuscripts; 
or two or more letters joined and cast 
on one type body, as ff. In grinting, 
often called Double Letter. 

Light Filter. See Filter. [M.] 

Light-struck Film. Film that has 
been fogged by having light acci- 
dentally fall on it. [M.] 
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Lilliput Edition. See Miniature Book 
or Edition. 

Limited Edition. An edition issued 
with a relatively small number of 
copies, to which consecutive numbers 
are generally assigned; sometimes is- 
sued, with superior paper and bind- 
ing, in addition to a regular edition. 

Limp Binding. A soft, flexible bind- 
ing. 

Limp Leather. A style of binding in 
full leather, without stiff boards. 

Line Division Mark. A mark, usu- 
ally a vertical line or double vertical 
lines, used in bibliographical tran- 
scription, primarfly to indicate ends 
of lines. Also called Line-end Stroke, 
Dividing Stroke, and Upright Stroke. 

Line Drawing. A drawing in lines. 

Line-end Stroke. See Line Division 
Mark. 

Line Ending. The right-hand ending 
of a line in a manuscript or a printed 
book. 

Line Engraving. 1. An intaglio proc- 
ess of engraving in line on a copper 
or steel plate by means of a burin or 
graver. Also called, from material of 
plate, Copper Engraving, Copperplate 
Engraving, or Steel Engraving. 2. A 
print produced from such a plate. 

Line Etching. See Zinc Etching. 

Line Letter Type. An embossed line 
type for the blind based on roman 
type. Also known as Boston Line. 
Obsolete. 


Linen. 1. A book cloth made of flax. 
2. A book cloth made of cotton in 
imitation of genuine linen. 3. A book- 
cloth pattern that resembles the tex- 
ture of linen. 

Lining Paper. 1. The end paper which 
has one half pasted to the inner face 
of the cover and the other half free. 
When there is but one end paper at 
each end of the book the end papers 
coincide with the lining papers. When 
the fold of the end papers is lapped 
round the end gatherings and sewed 
with the book, the lining papers ap- 
pear not to have conjugate leaves. 

Lining papers may be blank, or 
they may bear text or illustration. 
They may be covered with silk or 
other fabric, or their place may be 
taken by a lining of other material or 
by doublures and their guard leaves. 
[C.] 2. A strong paper used for the 
end papers of books. 3. The paper 
used for lining the backs of heavy 
books, supplementing the lining fabric. 

Linked Books. Separately bound 
books whose relationship with each 
other is indicated in various ways, 
such as collective title pages, mention 
in contents or other preliminary 
leaves, continuous paging, or continu- 
ous series of signature marks. 

Linocut. See Linoleum Print. 

Linoleum Print. A print made from 
a linoleum block by a relief process 
similar to that used for a wood-block 
print. Sometimes called Linocut. 

List Price. The price quoted in a 
publisher’s catalog. 
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Literature Search. Particularly in a 
special library, a systematic and ex- 
haustive search for published material 
bearing on a specific problem or sub- 
ject, with the preparation of abstracts 
for the use of the researcher; an in- 
termediate stage between reference 
work and research, and to be differ- 
entiated from both. 

Lithograph. A print produced by 
lithography. 

Lithography. A planographic process 
of printing from a drawing made with 
a greasy chalk or ink on a special kind 
of porous stone, or some other sub- 
stance, the printing ink, also greasy, 
adhering only to the lines drawn. 

Lithophotography. See Photolithog- 
raphy. 

Loan Department. See Circulation 
Department. 

Loan Desk. See Circulation Desk. 

Loan Record. See Circulation Rec- 
ord (1) ; Out Guide. 

Loan System. See Charging System. 

Local List. 1. A geographical list in 
Cutter's Expansive Classificationj with 
numerical symbols to be used with 
any subject designation to indicate 
local division or relation. 2. A list 
prepared by W. P. Cutter, giving geo- 
graphical and political divisions, ac- 
companied by numbers, for use in 
dividing material geographically. 3. A 
list of books relating to a particular 
locality, as a town or county. 

Local Subdivision. See Geographic 
Division. 


Location Map. See Index Map. 

Location Mark, A letter, word, group 
of words, or some distinguishing char- 
acter added to catalog records, often 
in conjunction with the call number, 
to indicate that a book is shelved in a 
certain place, as in a special collec- 
tion. Also called Location Symbol. 

Location of Copies, Indication in a 
bibliography, union list, or union cata- 
log, of libraries or collections where 
copies of the works listed may be 
found. 

Location Symbol. 1. An identifying 
mark, such as a combination of let- 
ters, used in a bibliography, union list, 
or union catalog to indicate a library 
or a collection where a copy of a 
given work may be found. 2. A loca- 
tion mark (q.v.). 

Loose Back. The back of a book in 
which the covering material is not 
glued to the back. Also called Hollow 
Back, Open Back, and Spring Back. 

Lost Book. 1. A book known only by 
allusions to it or from quotations in 
the writings of contemporaneous au- 
thors. 2. A library book lost by a 
borrower, never returned by a bor- 
rower, or lost from shelves of the 
library. 

Lost Book Indicator. In some librar- 
ies, a dummy put on a shelf in place 
of a lost book, marked with direction 
about disposition of the book if it is 
found. 

Lower-ca.se Letters. Small letters of 
a font, so called from their position 
in an old-style case for type. 
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Loxodrome, See Portolan Chart. 

Machine-finished Paper. Paper made 
smooth but not very glossy by the 
pressure of calender rolls. 

Maclure Library. One of the collec- 
tions of books provided through a 
fund bequeathed by William Maclure 
and distributed about 1855 to clubs 
and societies of laborers that had 
established libraries. 

Magazine. 1. A periodical for gen- 
eral reading, containing articles on 
various subjects by different authors, 
and generally fiction and poetry. 
2. Originally, a monthly summary of 
news with a selection of miscellaneous 
items from daily and weekly pub- 
lications. 

Magazine Rack. See Rack. 

Main Card. A catalog card bearing 
the main entry for a work. 

Main Catalog. See Central Catalog 

( 1 ). 

Main Entry. A full catalog entry, 
usually the author entry, giving all 
the information necessary to the com- 
plete identification of a work. In a 
card catalog this entry bears also the 
tracing of all the other headings under 
which the work in question is entered 
in the catalog. The main entry, used 
as a master card, may bear in addi- 
tion the tracing of related references 
and a record of other pertinent official 
data concerning the work. 1 Ca. 1 

Main Library, Sec Central Library. 


Main Shelf List. See Central Shelf 
List (1). 

Maintenance Department. See Build- 
ing Department. 

Majuscule. A capital or an uncial 
letter used in Greek and Latin manu- 
scripts, as distinguished from a mi- 
nuscule. 

Make-up. In printing, the process of 
putting together the component parts 
of a predetermined unit, such as the 
assembling of text, illustrations, run- 
ning heads, footnotes, etc., into pages. 

Maniere Crihlee. See Dotted Print. 

Manila Rope. A durable brown or 
buff paper made from manila hemp 
fibers. Also called Red Rope. 

Manual. 1. A compact book that 
treats concisely the essentials of a 
subject; a handbook. 2. A book of 
rules for guidance. 

Manual, Staff. See Staff Manual. 

Manual, State. See State Manual. 

Manufacturer’s Catalog. See Trade 
Catalog (1). 

Manuscript. 1. A work written by 
hand. 2. The handwritten or type- 
written copy of an author’s work be- 
fore it is printed. 

Manuscript Book. A handwritten 
book, as di.stinguished from a hand- 
written docuim^it, loiter, or paper; 
particularly, one before, or at the time 
of, the introduction of printing. 
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Manuscript Map, An original or a 
compiled map, drawn but not printed. 
Loosely, any map drawn by hand. 

Map, A representation of a part or 
the whole of the surface of the earth 
or of a celestial body, delineated on a 
plane surface, each point in the draw- 
ing intended to correspond to a geo- 
graphical or a celestial position. 

Maps may be of cities, villages, or 
smaller areas such as wards, districts, 
parks, campuses, etc., regardless of 
scale or extent of area. In cataloging, 
fictional maps are considered maps, 
but projected or hypothetical plans of 
an area are called plans. Aerial photo- 
graphs and mosaic “maps” are desig- 
nated as plates or illustrations. For 
star maps see Chart. 

A map may be pictorial, or it may 
be used as background for exhibiting 
various facts, statistical, archaeo- 
logical, historical, military and naval 
(except tactical), scientific, cultural, 
sociological, etc. For meteorological 
and hydrographic maps see Chart. 
[Ca.] 

Map Back. See Hack. 

Marbled Calf, Calfskin treated so as 
to produce a marble-like effect. Cf, 
Mottled Calf. 

Marbled Paper. Paper decorated with 
a design resembling marble by being 
dipped into a liquid on whose surface 
floating dyes have been worked into a 
pattern. 

Margin. The space dn a page outside 
the printed or written matter. The 
four margins are commonly desig- 
nated as: head, or top; fore edge, 


outer, or outside; tail, or bottom; back, 
inner, inside, or gutter. 

Marginal Note. A written or printed 
note in the margin of a page. Also 
called Sidenote and, sometimes, in the 
plural. Marginalia. 

Marginalia, See Marginal Note. 

Marker. See Bookmark; Register 

(4). 

Market Letter. A name usually given 
to a bulletin of an investment house 
issued at regular intervals. 

Marking, 1. The placing of call num- 
bers on books and other library ma- 
terial. 2. In serials work, the placing 
of a mark of ownership, with note 
about disposition, on each piece 
checked. 

Marks of Omission. Three dots in a 
group (...) used in catalogs and bibli- 
ographies to show omissions from 
matter transcribed. Commonly known 
as “Three Dots.” 

Master Film. See Master Negative 
Film. [M.] 

Master Negative Film. An original 
negative, or a duplicate negative, not 
for use in a projector but reserved for 
the special purpose of making positive 
film copies for sale or distribution. 
Also called Master Film. [M.] 

Matrix. 1. A mold of papier-mache 
or other material from which a stere- 
otype is cast. Frequently abbreviated 
to “mat.” 2. A mold from which an 
electrotype is cast. 3. A mold from 
which type is cast in a type-setting 
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machine, 4. A die used in a type- 
founding mold to form the type face. 

Mechanical Binding. A generic term 
for metal or plastic fiat- opening bind- 
ings, e.g., spiral binding. 

Mechanical Charging. See Charging 
Machine. 

Mechanical Processes. Nontechnical 
work in the preparation of books for 
use, such as collating, pasting, and 
marking. 

Mechanics’ Library. A type of sub- 
scription library that flourished in the 
middle of the nineteenth century, 
maintained primarily for the use of 
young workingmen and apprentices. 
Also called Apprentices’ Library. 

Media File. In a special library, a file 
containing information for the buyers 
of advertising space on the circulation, 
rates, column and type size of maga- 
zines and newspapers. 

Membership List, A list of members 
of an association, with addresses and 
frequently biographical data; fre- 
quently issued only to members. 

Memoir. 1. A record of a person’s 
knowledge of, or investigations in, a 
special limited field, particularly when 
presented to a learned society. 2. A 
record of observation and research 
issued by a learned society or an in- 
stitution; sometimes, in the plural, 
synonymous with transactions. 3. A 
memorial biography. 4. (pi.) A book 
of reminiscences by the writer. 

Mending. Minor restoration of a 
book, not involving the replacement 
of any material or the separation of 


book from cover. Not so complete a 
rehabilitation as repairing. 

Mercantile Library. A type of sub- 
scription library that flourished in the 
middle of the nineteenth century, de- 
signed primarily for the use of young 
merchants’ clerks. 

Merrill Book Number. A book num- 
ber from a scheme devised by W. S, 
Merrill for arranging material in al- 
phabetical order by means of num- 
bers, or in chronological order by 
means of date abbreviations. 

Messenger Notice. 1. An overdue 
notice delivered by a person repre- 
senting the library for a book not 
returned upon receipt of a request by 
mail. 2. A notice sent by mail that 
unless a book is returned a messenger 
will be sent for it. 

Messenger Service. 1. The delivery 
and collection of books by a library 
employee. 2. The collection of over- 
due books by a library employee or a 
Western Union messenger. 

Mezzotint. 1. A method of engraving 
on copper or steel that reproduces 
tones through roughening the surface 
of the plate with a toothed instrument 
called a rocker or cradle, scraping of 
the burr thus raised, and burnishing, 
to secure variations of light. 2. A 
print made by this process. 

Microcopy. See Microphotograph and 
Microphotography. [M.] 

Microfilm, (n.) A negative or a posi- 
tive microphotograph on film. The 
term is usually applied to a sheet of 
film or to a long strip or roll of film, 
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16 mm. or 35 mm. wide, on which 
there is a series of microphotographs, 
(u.) To make microphotographs. [M] 

Micropane. A microphotograph on 
glass. [M.] 

Microphotograph. A photographic re- 
production so much smaller than the 
object photographed that optical aid 
is necessary to read or view the image. 
The usual range of reduction of 
printed material is from eight diam- 
eters to twenty -five diameters. Also 
called Microcopy. [M.] 

Microphotography. The technique of 
making microphotographs. [M.] 

Microplate. A microphotograph on 
metal. [M.] 

Microprint. A positive microphoto- 
graph photographically printed on 
paper. [M,] 

Microscopic Edition. See Miniature 
Book or Edition. 

Microslide. A microphotograph 
mounted for projection, [M.] 

Microstat. A direct negative micro- 
photograph on paper, made from a 
negative image by a copying camera 
fitted with a prism. [M.] 

Millboard. See Binders Board. 

Mimeograph. An apparatus for dupli- 
cating typewritten or handwritten 
material by means of a stencil. 

Miniature. A picture painted by hand 
in an illuminated manuscript; so called 


from the extensive use of red paint 
(minium ) . « 

Miniature Book or Edition. A book 
of tiny size, generally two inches or 
less in height. Also called *'Liiliput 
Edition” and Microscopic Edition. 

Miniature Score. A common name 
for a score for orchestra or other in- 
strumental ensemble published in a 
small (12mo or 16mo) size. 

Minification. 1. The reduction of the 
dimensions of an object. 2. The re- 
duction ratio. FM.] 

Mint. In the same condition as when 
it came from publisher or printer, 
i.e., new and unhandled. 

Minuscule. A small letter in medieval 
handwriting. 

Mitered. Indicating a binding orna- 
mentation of straight lines that meet 
but do not cross each other. 

Mitered Corner. A book corner in 
which a triangular piece of the cover- 
ing material is cut off at the corner 
so that the turn-ins meet without 
overlapping. 

Mixed Notation. Letters and figures 
or other symbols, used in combination 
to represent the divisions of a classi- 
fication scheme. 

Modern Roman, See Roman Type 

( 2 ). 

Monograph. A systematic and com- 
plete treatise on a pai'ticular subject, 
usually detailed in treatment but not 
extensive in scope. It need not be 
bibliographically independent. [C,] 
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Monographic Series. A series of 
monographic works issued in uniform 
style imder a collective title by an 
academy, an association, a learned 
society, or an institution. The mono- 
graphs may or may not be biblio- 
graphically independent, but they are 
usually related in subject or interest. 

Monthly. A periodical issued once a 
month, with the possible omission of 
certain designated months, usually 
during the summer. 

Moon Type. An embossed line type 
for the blind based on a greatly modi- 
fied form of the roman capital letters. 
More easily learned than braille, it is 
used today by adults who are unable 
to master braille. Devised in 1849 by 
Dr. William Moon, a blind clergyman 
of Brighton, England. 

Morgue. Formerly, a library in a 
newspaper office. The term originally 
referred specifically to biographical 
material collected or to obituaries pre- 
pared in advance of the deaths of 
well-known persons. 

Morocco. 1. Leather manufactured 
from the skins of goats. 2. Sometimes, 
leather made from sheepskin finished 
to look like goatskin leather. 

Mosaic Binding. A full-leather bind- 
ing having a pattern formed by inlay- 
ing with colored leathers. 

Mosaic “Map.” A composite picture 
made up of two or more overlapping 
aerial photographs which, being in 
perspective or conic projection, rep- 
resent on a true scale only those por- 
tions of the earth which are vertically 
below the center of the camera. [Ca.] 


Mottled Calf. Calf that has been mot- 
tled with color dabbed on with sponges 
or wads of cotton. Cf, Sprinkled Calf, 
Speckled CaK, and Marbled Calf. 

Mottled Sheep. Sheep for bookbind- 
ing, treated with colors in an irregular 
pattern. 

Mounted* Attached by paste or glue 
to some other surface, as a picture or 
a page. 

Movable Location* See Relative Lo- 
cation. 

Multiple Copies. See Added Copy. 

Municipal Library. 1. A public li- 
brary established, maintained, and 
supported through taxation by a city, 
town, township, village, or school dis- 
trict. 2. A municipal reference library 
(q.v.). 

Municipal Reference Library, A li- 
brary maintained by a city for the 
use of city officials. 

Municipal Reference Service. As- 
sistance given by a library in prob- 
lems of city government, particularly 
in connection with proposed or pend- 
ing ordinances, often including the 
drafting of ordinances. 

Museum Library. A group of spe- 
cialized book collections maintained 
by a museum in the fields covered by 
its exhibits. 

Name Authority File. See Authority 
list or File. 

Name Catalog. A catalog arranged 
alphabetically by names of peracms 
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and places, whether used as authors 
or subjects. 

Name File. See Authority List or 
File. 

Name List. See Authority List or 
Pile. 

Name Reference. A reference to the 
form of name selected for use in the 
catalog from alternating forms. 

Narrow. Width less than three fifths 
of height, as, narrow octavo. 

National Bibliography. A list (or, 
collectively, lists) of works published 
in a country; or, in an extended sense, 
of works about a country, by natives 
of a country living in that country or 
elsewhere, or written in the language 
of a country. 

National Biography. 1. The branch 
of biography that treats of the lives 
of notable persons living in or associ- 
ated with a particular country. 2. Col- 
lective biography of notable persons 
living in or associated with a particu- 
lar country. 

National Library. A library main- 
tained by a nation. 

Near-print. See Processed. 


existing in the original object are re- 
versed. [M.] 

Negative Stock. Photographic film 
intended for use in a camera. [M.] 

Negro Branch. A branch of a public 
library maintained for the use of the 
negro population of a community. 

Net Price. The price charged for a 
book after discounts are deducted. 
The term is little used now. 

New York Point. An obsolete type 
for the blind, a variation of braille, 
in which the character was two dots 
high with a variable base of from one 
to four dots, and in which was adopted 
for the first time the principle of mak- 
ing the most frequently used symbols 
the simplest. 

Newark Charging System. A single- 
entry method of recording book loans, 
in which the book cards are filed to 
form a time record and the borrow- 
ers’ cards are retained by the bor- 
rowers. 

News Bulletin. A digest of current 
news concerning or affecting the work 
of a special library’s clientele or or- 
ganization, usually issued daily and 
distributed to selected or key indi- 
viduals, such as executives of the 
organization. 


Needlework Binding. See Embroi- News Release. See Press Release, 
dered Binding. 

Newsboofc. 1. A pamphlet of the six- 
Negative Film. See Negative Photo- teenth and seventeenth centuries re- 
graph; Negative Stock. [M.] lating current events. Cf. Relation 

and Coranto. 2. After 1640 in Eng- 
Negative Photograph. A photographic land, a journal usually issued weekly, 
image in which the lights and shades consisting at first of one sheet in 
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quarto, later of two sheets, variously 
entitled Diurnall, Mercurius, Intel- 
ligence. 

Newsletter. 1. A sixteenth- and seven- 
teenth-century manuscript report of 
the day, written for special subscrib- 
ers and issued irregularly or weekly. 
2. A similar seventeenth- century re- 
port for special subscribers, sometimes 
set in scriptorial type and imitating 
the appearance of the earlier manu- 
script letter. 

Newspaper. 1. A publication issued 
at stated and frequent intervals, usu- 
ally daily, weekly, or semiweekly, 
which reports events and discusses 
topics of current interest. 2. News- 
print (q.t^.). 

Newspaper File. See File (1); Stick. 

Newspaper Rack. See Rack. 

Newspaper Rod. See Stick. 

Newspaper Stack. 1. A specially 
planned stack for the storage of bound 
volumes of newspapers or any large 
flat books. 2. A part of an ordinary 
stack arranged so that newspaper 
volumes lying flat extend from one 
side of a double-faced bookcase to 
the other. 

Newspaper Stand. See Rack. 

Newspaper Stick. See Stick. 

Newsprint, Cheap paper made largely 
from wood pulp, on which newspapers 
are printed. Also called Newspaper. 

Niger Morocco. A morocco made from 
native-tanned Sudanese goatskin, pro- 


duced on the banks of the River 
Niger. Sometimes shortened to Niger. 

Nihil Obstat. Literally, “Nothing 
hinders,” a statement of sanction for 
publication given by a Catholic book 
censor, found usually on verso of title 
page or following leaf. 

Ninety-one Rules. The catalog code 
prepared by Sir Anthony Panizzi and 
a committee, for use In compiling the 
catalog of the British Museum. 

Nitrate Film. See Cellulose Nitrate. 
CM.] 

Noncommercial Publication. As used 
in special libraries, a publication is- 
sued as a secondary nonprofit activity 
by such organizations as associations, 
foundations, business corporations, so- 
cial agencies, universities, government 
bodies, museums, committees, etc. It 
is often processed rather than printed; 
and it may be distributed on a cost, 
subscription, or membership basis, or 
may be issued for limited distribution 
and therefore be available on a cour- 
tesy basis only. 

Nonfiction. Books other than novels 
and stories for children. 

Nonparliamentary Paper. A publica- 
tion prepared by one of the various 
departments of the British govern- 
ment independently without direct 
Parliamentary command. 

Nonperforate Film. Film without 
perforations or sprocket holes. [M.] 

Nonprofessional Assistant. See Cler- 
ical Assistant; Subprofessional As- 
sistant. 
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Nonresident's Card. A borrower's 
card issued to a patron who does not 
reside within the territory regularly 
served by the library, usually upon 
payment of a small fee. Sometimes 
known as Fee Card, 

Notation. A system of symbols, gen- 
erally letters and figures, used sep- 
arately or in combination, to repre- 
sent the divisions of a classification 
scheme. 

Note. 1, A statement explaining the 
text of a book or adding material to it, 
printed on the same page as the text, 
or at end of book or chapter. 2. A 
concise statement after imprint and 
collation in a catalog or bibliography 
entry, giving added information, such 
as name of series, bibliographical in- 
formation, or contents. In cataloging, 
the term is sometimes limited to an 
item on a catalog card below the col- 
lation and the main body of the card. 

Number (Classification). See Class 
Number. 

Number (Publication). 1. A single 
numbered or dated issue of a series, 
a periodical, or a serial publication; 
generally so slight in extent that two 
or more ^may be boxmd together to 
form a volume. 2. One of the nrun- 
bered fascicles of a literary, artistic, 
or musical work issued in instalments, 
ordinarily in paper wrappers, and 
called “number” by the publisher.* 
[C.] 

“Number Trade.” See Number (Pub- 
lication) (2). 


* This method of distribution was called the 
"number trade”; the completed work is known 
IS a ”part-issue.” 


Numbered Column. A column of a 
page having a number at its head. 

Numbered Copy. A copy of a book 
in a limited edition, to which a num- 
ber has been assigned. 

Numbered Entry. One of the entries 
designated by consecutive numbers in 
a bibliography or a printed book 
catalog. 

Object Lens. See Objective. [M.] 

Objective. The image-forming lens 
of a camera or projection. Also called 
Object Lens and Projection Lens. [M.] 

Oblong. Width exceeding height, as, 
oblong octavo. 

Octavo. 1. Format: a book printed 
on full-size sheets folded to make eight 
leaves or sixteen pages. 2. Size: ac- 
cording to the American Library As- 
sociation scale, a book which measures 
20 to 25 cm. in height. 

Offcut Specifically, that portion of a 
printed sheet which in certain formats, 
as duodecimo, is so imposed that it 
must be cut off and folded separately 
before insertion within the center fold 
of the quire. The inserted part is 
called the inset, and usually bears a 
signature mark to indicate its position 
in gathering; c.g., the first leaf of a 
quire of six leaves might be lettered 
B, and its third leaf (the first leaf 
of the inset) would usually be* marked 
B2. tC.] 

Official Catalog. A catalog for the 
use of the library staff only. 

Official Gazette. See Gazette (3). 




UBRARY TERMS 


(93) 


Opaque Screen 


Official Name. The legal name of a 
governmental agency or a corporate 
body. 

Oifprint. An impression of an article, 
chapter, or other portion of a larger 
work, printed from the type or plates 
of the original and separately issued, 
sometimes with one or more additional 
pages or leaves. Called also Separate. 
[C.] 

Offset. 1. A mark or smut on a 
printed or white sheet caused by con- 
tact with a freshly printed sheet on 
which the ink is wet. Sometimes called 
Setoff, 2. A lithographic process of 
printing by which the image, rendered 
directly on metal or stone, or repro- 
duced photographically on a metal 
plate, is first transferred to a rubber 
blanket and then to paper. Also called 
Offset Lithography, Offset Printing, 
Offset Process. 

Offset Lithography. See Offset (2). 

Offset Printing. See Offset (2) . 

Offset Process. See Offset (2). 

Old Style. A general style of roman 
or italic type based on the roman and 
italic type faces of the fifteenth and 
early sixteenth centuries and char- 
acterized chiefly by angular design 
and slanting serifs. 

Olin Book Number. An author num- 
ber from a scheme devised by Charles 
R. Olin for arranging collective biog- 
raphy in a separate group from indi- 
vidual biography when class number 
is the same. 


Omission, Marks of. See Marks of 
Omission. 

Omnibus Book or Volume. A large 
one-volume collection of reprints of 
several novels or other works of an 
author originally published separately, 
or a similar volume of short stories, 
or of other types of literature, by 
several authors. 

Omnibus Review. A critical article 
that discusses a group of books of a 
certain type or in a particular field. 

One-card System. See Single-entry 
Charging System. 

One-line. See Title-a-line. 

One On. See All Along. 

One Sheet On. See All Along. 

Onion Skin. A thin, translucent, 
glazed paper resembling the outer 
skin of an onion. 

Onlay. A decorative panel of paper 
or other material, glued to the front 
cover of a book without preliminary 
blanking of the cover to receive it. 
Cf. Inlay. 

Ooze Leather. Leather made from 
calfskins by a special process, pro- 
ducing on the flesh side a soft, finely- 
granulated finish like velvet or suede. 
The term is incorrectly lised with ref- 
erence to sheepskin. 

Opaque Screen. A diffuse reflecting 
sxirface, such as unglazed paper, on 
which a projected image is viewed. 
[M.] 
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Open Access. See Open Shelves. 

Open-air Beading Room. Outdoor 
reading space provided for patrons 
who wish to use books at the library. 

Open Back. See Loose Back. 

Open-back Case. See Slipcase. 

Open Entry. A catalog entry which 
provides for the addition of informa- 
tion concerning a work of which the 
library does not have a complete set, 
or about which complete information 
is lacking. [Ca.] 

Open Joint. See French Joint. 

Open-letter Proof. A proof of an en- 
graviiig with an inscription engraved 
in outlined letters. 

Open Reserve. A reserved book col- 
lection to which access is not re- 
stricted. 

Open Score. The score of a musical 
work for two or more voices, in which 
each voice part is printed on a sepa- 
rate staff. 

Open-shelf Collection. 1. Any collec- 
tion of books in a library to which 
the public has imrestricted access. 2. 
A group of recent books and standard 
works of general appeal placed on 
easily accessible shelves, generally in 
a circulation department. 

Open Shelves. Library shelves to 
which readers have direct access for 
the examination of books. Also called 
Open Stack. 

Open Stack. See Open Shelves. 


Opened. The folded edges of an un- 
cut book divided by hand for read- 
ing. Not to be confused with “cut.” 

Opening. The two opposite pages of 
an open book. 

Operations Department. See Buildr 
ing Department. 

Optical Flats. See Flats. [M.] 

Optical System, A combination of 
lenses, mirrors, or prisms. [M.] 

Opus Number. A number assigned 
to a work, or a group of works, of a 
composer, generally indicating order 
of composition or of publication. 

Order Card. A form for recording 
information used in ordering a book. 

Order Department or Division. The 
administrative imit that has charge 
of selecting and acquiring books and 
other material by purchase and of 
keeping the necessary records of these 
additions; and in many libraries, of 
securing books and other material by 
gift and exchange. Sometimes called, 
when its work is more inclusive, 
Acquisition Department. 

Order Librarian. 1. A librarian in 
charge of the work of an order de- 
partment. For a department of two or 
more, the terms Chief of Order Depart- 
ment and Chief Order Librarian are 
coming into use and are to be pre- 
ferred. Cf, Chief. 2. A professional as- 
sistant in an order department, as a 
junior order librarian. 

Organization File. In a special li- 
brary, a collection of material about 
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associations, institutions, and other 
nonprofit organizations; e.g., annual 
reports, lists o£ officers and members, 
statements of pu2»ose, lists of publi- 
cations, and other data on specific or- 
ganizations. 

Organization (or Company) History 
File. In a special library, a fide of 
material written or published by or 
about the organization of which the 
library is a part, as instructional bul- 
letins, standard procedures, reports 
and surveys of its work, periodical 
and newspaper articles. Such a file is 
frequently designated by the name of 
the organization. 

Original Binding. The binding that 
was originally applied to a particular 
copy of a book, without regard to 
priority of issue. 

Original Edition. See First Edition. 

Original Parts. A term describing 
the first edition of a work when issued 
in numbered parts with wrappers. 

Original Sources. See Source Mate- 
rial. 

Ornament. See Printer’s Ornament. 

Ornamental Initial. See Initial Let- 
ter. 

Orthochromatic Film. A photo- 
graphic film that is sensitive to yel- 
low and green light as well as to blue 
and violet light. [M.] 

Out Guide. In special libraries, a 
form card on which is recorded the 
charge for vertical file material. It 
is substituted for the borrowed pub- 


lication and is large enough to be 
visible above the folder. 

Out of Boards. An obsolete style of 
binding similar to “in boards,” but 
with the boards projecting beyond the 
trimmed edges. Short for “cut out- of - 
boards.” 

Out of Print. Not obtainable through 
the regular market, since the publish- 
er’s stock is exhausted. 

Out of Stock. Not available from the 
publisher until his stock is replen- 
ished. 

Outer Indention, See “First” inden- 
tion. 

Outsort. An extra double leaf added 
to a printed signature around the out- 
side, and forming a part of a given 
gathering. 

Outside Source. As used by special 
librarians, a source of information 
outside their own organizations. 

Outside User. In special libraries, a 
person outside its own clientele who 
may occasionally be permitted to use 
the library of a private organization. 

Over-size or Over-sized Book. A 
book which, because of its larger 
format, cannot stand on the regular 
shelves of a library. 

Overcasting, Hand sewing in which 
each section is sewn through and over 
the binding edge. In older usage, a 
generic term including oversewing 
and whipstitching. 
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Overdue Book. A book not returned 
on time by a borrower. 

Overdue Notice. A postcard or let- 
ter sent to a borrower who has failed* 
to return on time books or other 
library materials charged to him. . 

Oversewing. Sewing, by hand or ma- 
chine, through the edge of each sec- 
tion in consecutive order, using pre- 
formed holes through which the 
needle passes. 

Ownership Mark. A bookplate, stamp, 
label, or the like, identifying material 
as library property, 

Oxford Corners. Border rules that 
cross and project beyond each other, 
as on title pages and book covers. 

P Slip. A piece of paper approxi- 
mately three by five inches; so called 
because it is the same size as the for- 
mer smaU-sized United States postal 
cards. 

Package Library. A collection of 
pamphlets and clippings on a particu- 
lar topic, loaned by a library agency 
to an individual or a group. 

Padding. See Filler. 

Page. 1. One side of a leaf. 2. A 
part-time or a full-time assistant who 
carries books to and from the stack 
and does other routine work, chiefly 
in the stack and the circulation de- 
partment. Also called Runner. 

Page-head. See Headline (1). 

Page Proof. A proof from matter 
made up into pages after corrections 
m the galley proof have been made. 


Page Station, A desk, usually near 
the stack, where a page is stationed to 
get books when requested. 

Pagination. 1. A system of numerals 
or other characters, or a combination 
of these, by which the pages of a book 
or manuscript are marked to indicate 
their order; an instance of this. Cf. 
Folio (3). 2. That part of the colla- 
tion which states the nximber of pages, 
or pages and leaves, contained in a 
book. Also called Paging. [Ca.] 

Pagination, Continuous. See Con- 
tinuous Pagination. 

Paging. See Pagination (2). 

Paleography (Palaeography). The 
study of the early forms of handwrit- 
ing, and the deciphering of ancient 
and medieval manuscripts. It is a ba- 
sis for textual criticism. 

Palimpsest. A manuscript written on 
a surface from which one or more 
earlier writings have been erased as 
completely as possible. Sometimes 
known as Rescript. 

Palimscope. A small instrument 
about the size of a reading glass that 
forms a concentrated ultra-violet 
light source, designed for reading 
palimpsests and for use in other forms 
of research. 

Palladium. A silver-colored preciotis 
metal of the platinum family, recently 
developed in a leaf form for lettering 
on book covers. 

Pamphlet 1. In a restricted techni- 
cal sense, an independent publication 
consisting of a few leaves of printed 
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matter stitched together but not 
bound; usually enclosed in paper cov- 
ers. While independent in the sense 
that each pamphlet is complete in it- 
self it is a common custom to issue 
pamphlets in series, usually numbered 
consecutively. In local library prac- 
tice, there is variation in the maxi- 
mum number of leaves or pages 
allowed imder the term. For the ptir- 
poses of statistics and method, some 
libraries set the limit at 80 pages 
(originally based on the equivalent of 
five printed sheets folded to octavo) ; 
others consider ^‘about 100 pages” suf- 
ficient restriction. [Ca.] 

From the bindery point of view, a 
pamphlet is any collection of leaves, 
paper-bound or self-covered, consist- 
ing of 64 pages or less. 

2. A brief controversial treatise on 
a topic of current interest, usually re- 
ligious or political; common in Eng- 
land from the sixteenth to the eight- 
eenth century. 

Pamphlet Binder. A cover of paste- 
board, with a gummed stitched bind- 
ing strip, for holding one or more 
pamphlets. 

Pamphlet Binding. 1. Binding done 
by a printer or for a printer, in which 
the sheets, as they come from the 
press, are wire-stitched. The term ap- 
plies both to pamphlets and to maga- 
2 dnes. 2. The manner in which pam- 
phlets and magaTdnes are bound as 
they come from the publisher; usually 
wire-stitched, ‘either side-stitched or 
saddle-stitched. 

Pamphlet Box. An open or a closed 
box for holding a number of pam- 
phlets. Sometimes called Pamphlet 
File. 


Pamphlet File. See Pamphlet Box. 

Pamphlet Laws. See Session Laws. 

Pamphlet-style Library Binding. A 
style of binding for a pamphlet or a 
thin group of pamphlets when use is 
expected to be infrequent. Its char- 
acteristics are side stitching, usually 
with wire, and covers with cloth 
hinges, usually of plain boards, heavy 
paper, paper-covered boards, or thin 
lightweight cloth, cut flush, without 
gold lettering. 

Pamphlet Volume. A volume com- 
posed of a number of separate pam- 
phlets bound together either with or 
without a general title page or table 
of contents. 

Panchromatic Film. A photographic 
film that is sensitive to the entire vis- 
ible spectrum. [M.] 

Panel. 1. A square or rectangular 
space on a cover, enclosed by lines, 
or sunk. 2, A space on the backstrip, 
between any two bands or between 
two parallel lines or sets of lines. 

Paper. 1. A substance made in the 
form of thin sheets or leaves from 
rags, straw, bark, wood, or other fi- 
brous material, for various uses. 2. 
A printed or written documrat or in- 
strument; a writing, as a hill, note, 
or essay; as, a paper read before a 
society. 3. A printed sheet appearing 
periodically; a newspaper; a journal; 
as, a daily paper. [By permission; 
from Webster’s New International 
Dictionary^ Second Edition, copyright, 
1934, 1939, by G. & C. Merriam Co.] 

Paper*hacked. See Paper-bound. 
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Paper Boards. See Boards. 

Paper-bound. Bound simply with a 
paper cover. Also called Paper- 
backed. 

Paperback. A cheap book in paper 
covers. 

Papermark, See Watermark. 

Papyrus. 1. A writing material of the 
ancient Egyptians, Greeks, and Ro- 
mans, made of longitudinal strips of 
fiber from the papyrus plant, Cyperus 
papyrus, placed in layers at right an- 
gles, 2. A manuscript on this material. 

Paragraph Indention. See “Second” 
Indention. 

Parchment. Usually, the skin of a 
lamb, sheep, goat, or young calf, pre- 
pared by treatment with oil instead of 
tanning as a writing material and, 
formerly, as a binding material. Cf, 
Vellum, with which the term is now 
virtually interchangeable. (The dis- 
tinction today among collectors of 
manuscripts is that vellum is a more 
refined form of skin, while parchment 
is a cruder form, usually thick, harsh, 
and less highly polished than vellum.) 

Parentheses. See Curves. 

Parish Library. 1. A library main- 
tained by a parish, i.e., a local divi- 
sion in Louisiana corresponding to a 
county. 2. One of the libraries sent 
from England to the American colonies 
for the clergy and their congregations 
through the efforts of Rev. Thomas 
Bray and his associates. Also called 
Bray Library. 


Parliame ntary Paper. A paper or- 
dered to be printed by one or the 
other of the British Houses of Par- 
liament or required for parliamentary 
business. 

Parochial Library. See Parish Li- 
brary. 

Part. 1. One of the subordinate por- 
tions into which a volume has been 
divided by the publisher. It usually 
has a special title, half title, or cover 
title, and may have separate or con- 
tinuous pagination, foliation, or reg- 
ister, but it is included under the 
collective title page or cover title of the 
volume which is intended to contain 
it. It is distinguished from a fascicle 
by being a unit rather than a tem- 
porary division of a unit. For Part 
as synonymous with Volume, see the 
definition of the latter. [C.] 2. The 
music for any one of the participat- 
ing voices or instruments in a musical 
work. 3. The written or printed copy 
of such a part for the use of a singer 
or player. 

Part Binding or Parti-binding. A 

style of binding in which the volume 
has a cloth back with paper sides, or, 
sometimes, a paper back with sides 
of different paper, but is without cor- 
ners of the same material as the back. 

Part Issue, An issue which has been 
distributed in instalments, usually in 
paper wrappers. [Ca.] 

Fart Signature. . See Volume or Part 
Signature. 

Partial Title. One which consists of 
a secondary part of the title as given 
on the title page. It may be a catch 
title, subtitle, or alternative title. [C.] 
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Pass, Library, See Admission Rec- 
ord. 

Paste-down (or Board Paper). That 
half of the lining paper which is 
pasted to the inner face of the cover. 
[C.] 

Paste-in. A revision of, or an addi- 
tion to, a text, supplied after the orig- 
inal printing and pasted on or opposite 
the page to which it applies. 

Pattern. In binding magazines and 
the like, a sample volume, sample 
back, rub-off, and/or other data used 
for matching the style. 

Pay Duplicate Collection. See Rental 
Collection. 

Pay Plan. See Classification and Pay 
Plan for Library Positions. 

Pencil Dater. A metal device hold- 
ing a rubber date stamp, that may be 
fastened to the end of a pencil. 

Perforations. The small holes on one 
or both sides of a strip of film, used 
to drive the film through the camera, 
the processing machine, or the pro- 
jecting machine. Also called Sprocket 
Holes. [M.] 

Period Division. 1. A division of a 
classification scheme for works cov- 
ering a limited period of time. 2. A 
subdivision of a subject heading which 
shows the period treated. 

Period Printing. The production or 
reproduction of books not on the 
model of any particular edition, but 
in the style of the period when the 


book was first published or with which 
it is concerned. 

Periodical. A publication with a dis- 
tinctive title intended to appear in 
successive (usually unbound) num- 
bers or parts at stated or regular in- 
tervals and, as a rule, for an indefinite 
time. Each part generally contains 
articles by several contributors. 

Newspapers, whose chief fimction it 
is to disseminate news, and the mem- 
oirs, proceedings, journals, etc., of 
societies are not considered periodi- 
cals imder the rules for cataloging. 
[Ca.] 

Periodical Department or Division. 
1. The part of a library where current 
issues of periodicals and other serials 
are kept for reading. 2. The adminis- 
trative unit in charge of handling pe- 
riodicals, which may include ordering, 
checking, preparation for binding, etc. 
Also called Periodicals Department. 

Periodical Index. 1, An index to a 
volume, several volumes, or a set of 
a periodical. 2. An index to a group 
of periodicals, generally issued peri- 
odically and usually cumulative. 

Periodical Back. See Rack. 

Permit. Sec Admission Record; Stack 
Peimit. 

Persian Morocco. A so-called “mo- 
rocco” made not from goatskin, but 
from the skin of a hairy sheep pecu- 
liar to India. 

Personal Name Entry. The record of 
a book in a catalog under the name 
of an individual. 
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Phonogram. A character in writing 
that stands for a sotind rather than 
an object or an idea. 

Photo-litho Offset. See Photo-offset. 

Photo-offset. Offset printing iii which 
the image is reproduced on a metal 
plate by photography. Also called 
Photo-litho Offset, Photo-offset Print- 
ing, Photo-offset Process. 

Photo-offset Printing or Process. See 
Photo-offset. 

Photocopy. A direct photographic 
copy, such as a blueprint, usually 
made without a camera. [M,] 

Photoduplication. Duplication by the 
use of photography. [M.] 

Photoengraving. 1. The process of 
reproducing print, pictures, etc., by 
photographing the original on a metal 
plate and etching the plate with acid 
to give a relief printing surface. 2. A 
print made by this process. 

Photoflood Bulb. An electric light 
with a filament normally designed for 
a much lower voltage tlian that on 
which the lamp is operated. It gives 
an intense light but is short-lived. 
[M.] 

Photogelatine Process. See Collo- 
type (1). 

Photographic Facsimile. A repro- 
duction of printing by a photographic 
method. 

Photographic Film. See Film. [M.] 


Photogravure. 1. A process of en- 
graving that combines the photo- 
graphic action of light on a chemically 
grained metal plate and etching. 2. A 
print produced by this method. 

Photolithography. A lithographic 
process of reproducing print and pic- 
tures that involves photographing the 
original on a lithographic stone or 
some other surface, such as a thin 
metal plate. Also called lithophotog- 
raphy. 

Photomechanical Process. Any one 
of the processes of reproducing pic- 
tures, print, etc., that uses plates or 
blocks prepared by means of photog- 
raphy and mechanical or chemical ac- 
tion rather than by hand. Also called 
Process Engraving and Process Work. 

Photomicrography. The process of 
obtaining enlarged photographic im- 
ages of minute objects. [M.] 

Photoprint. 1. A photographic copy 
made by contact printing. 2. A photo- 
graphic copy made with a camera. 
[M.] 

Photostat. 1. A specially constructed 
camera for reproducing books, maps, 
etc,, which makes copies directly on 
sensitized paper without films or 
plates. 2. A trade name for such a 
camera. 3. A copy made by this de- 
vice. Also called Photostatic Copy or 
Photostatic Print. 

Photostatic Copy or Print. See 
Photostat. 

Phototype, See Collotype (1). 
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Piano-vocal Score, A common form 
of publication for musical works orig- 
inally composed for chorus and/or 
solo voices and orchestra. Examples 
are: cantatas, oratorios, and operas. 
Often called also “vocal score,*’ a 
piano-vocal score of such a work con- 
sists of the original vocal parts and 
an arrangement for piano of the or- 
chestral accompaniment. 

Pica. Originally, a type size about 
1/6 inch high. Now, the basic unit of 
the point system of measurement, be- 
ing equal to 12 points or about 1/6 
inch. 

Pictograph. 1. In ancient forms of 
writing, a picture used to represent 
an idea. 2. A writing composed of 
pictographs. 

Pictorial Map. A map containing pic- 
tures that indicate distribution of 
physical and biological features, social 
and economic characteristics, etc. 

Picture Book. A book consisting 
wholly or chiefly of pictures, adapted 
to the interests and needs of yoxmger 
children. 

Picture or Art File. A collection of 
pictures, photographs, illustrations, 
prints, and clippings. 

Picture Story Book. A book consist- 
ing of illustrations accompanied by 
explanatory text, narrative in form, 
and adapted to the interests and read- 
ing ability of younger children. 

Piece. One of a variety of items of 
differing character (e.g., i)amphlets, 
broadsides, plates, facsimiles, sheet 
music) published or assembled as a 
collection, [Ca,] 


Pigeonhole. See Bin. 

Pigskin. Leather made from the skin 
of a pig. 

Pinhead Morocco. A morocco of the 
hard-grained type, but with the gram 
smaller and less distinct than in the 
morocco called “hard-grained.” 

Pirated Edition. An edition published 
illegally, e.g., an edition issued in vio- 
lation of copyright privilege. Also 
called Pirated Reprint. 

Place Division. See Geographic Di- 
vision. 

Place of Printing. The city or town 
in which a book is printed. 

Place of Publication. The city or 
town where the publishing house that 
issues a book is located. 

Placement. The orientation of the 
text within the frame. 

Placement 1. The lines of text across 
the entire width of the film. 

Placement 2. The lines of text par- 
allel to the edge of the film. 

Placement 3. The lines of text half- 
way across the width of the film, an- 
other page occupying the other half 
of the film. 

Placement 4. The lines of text only 
one quarter across the width of the 
film. EM.] 

Plain Title Edition. See Departmen- 
tal Edition, 

Plan. 1. A delineation in a horizontal, 
vertical, or oblique plane, showir^ the 
relative position of the parts of an 
architectural (including naval), or 
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engineering structure. For working 
drawings of an individual part of such 
a structure, or for schemes for elec- 
trical or mechanical equipment, see 
Diagram. [Ca.] 2. A drawing, in a 
horizontal plane, showing the arrange- 
ment of (a) features in a landscape 
design, c.g., a garden, a park, an es- 
tate; (b) position of streets and build- 
ings in a projected town, zoned area, 
or similar development; (c) furniture 
and furnishings in a building or room, 
e.g., an interior, a stage setting and 
properties, seats in an auditorium. 
Planting plans for a flower border are 
to be considered diagrams. For plans 
showing (a) the arrangement of 
equipment for games or athletics, or 
for efflciency in business, manufactur- 
ing, etc.; (b) the relative location of 
musical instruments in an orchestra; 
or (c) the details of an individual 
piece of furniture or equipment, see 
Diagram. [C.] 3. A graphic presenta- 
tion of a tactical military or naval 
plan. [C.] 

Planographic Printing, Printing from 
a flat surface, as in lithography and 
offset printing, in distinction from re- 
lief printing and intaglio printing. 

Plant Publication. See House Organ. 

Plastic Binding. A type of flat-open- 
ing binding used for pamphlets, com- 
mercial catalogs, etc. The single leaves 
and the separate front and back covers 
are fastened by means of a specially 
cut piece of synthetic plastic having 
prongs (combs) that pass through 
slots near the binding edge and are 
curled back within the cylinder thus 
formed by the plastic. 


Plate.* A fuU page of illustration on 
a leaf which normally is blank on the 
other side. The reverse may, how- 
ever, bear a descriptive legend, the 
title of the work, or another plate. 
The leaf is usually of special (heavy) 
paper and may or may not be in- 
cluded in the pagination. [Ca.] 

Plate (Printing) . 1. A piece of metal, 
usually of copper, nickel, or zinc, that 
bears matter to be printed, whether 
printing be relief, intaglio, or plano- 
graphic. 2. An electrotype or a stereo- 
type. 

Plate Mark or Line. The line made 
by the edge of the plate in an intaglio 
engraving, which is slightly depressed 
from the surrounding paper in the 
process of printing. 

Plate Number, A serial number as- 
signed by a music publisher to each 
publication for purposes of record and 
identification. It appears usually at 
the bottom of each page and some- 
times on the title page, and may be 
used as a clue to date of publication. 
Also called Publication Number. 

Plate Revision. A revision confined 
to changes in parts of the printing 
plates, without entire resetting of the 
type. 

Plating. The process of pasting book- 
plates in books. 

Pneumatic Book Carrier. A system 
of tubes through which cartridges 
containing books are propelled by air 
pressure or by vacuum. 

* lliis term originates from the engraved sheet 
of metal from which an impression of the il- 
lustration might be taken. 



LIBRARY TERMS 


(103) 


Positive Stock 


Pneumatic Tubes. A system of tubes 
through which cartridges containing 
call slips, etc., are propelled by air 
pressure or by vacuum. 

Pocket. See Book Pocket; Borrow- 
er’s Pocket; Cover Pocket. 

Point. 1. A unit of measurement of 
type characters in their relation to 
each other. In America it is based on 
the pica body divided into twelve 
equal parts or points, each point being 
.01384 inch, or very nearly 1/72 inch. 
2. A book collector’s term for a par- 
ticular characteristic of text, type, 
form, etc., that distinguishes one issue 
of an edition from another. 

Pointille. A kind of binding decora- 
tion consisting of dots or points. 

Polyglot. Containing the text in sev- 
eral languages, e.g., a polyglot Bible. 

Polygraphy. Works consisting of sev- 
eral works, or extracts from several 
works, by one or many authors. 

Popular Copyright, An inexpensive 
reprint issued by the original pub- 
lisher or by a publisher of cheap edi- 
tions through arrangement with the 
original publisher. 

Popular Library. 1. A public library. 
Obsolete, 2. In a departmentalized 
library, a collection of books of gen- 
eral interest. 

Popular Name. A shortened, abbre- 
viated, or simplified form of the offi- 
cial name of a governmental agency 
or other corporate body, by which it 
is commonly known. 


Portfolio. A case for holding loose 
papers, engravings, or similar ma- 
terial, consisting of two covers joined 
together at the back and usually tied 
at the front and the ends. 

Portolan Chart. An early type of 
map for guiding mariners in coastwise 
sailing; usually in manuscript. Also 
called Loxodrome and Compass Map. 

Portolano (Portolan, Portulan). A 

medieval book for mariners, consist- 
ing of sailing directions, with descrip- 
tions of harbors and seacoasts, and 
illustrated with charts. 

Portrait. A likeness of a person, es- 
pecially of the face, presumably made 
from life, by painting, drawing, en- 
graving, photography, sculpture (in- 
cluding bas-relief), silhouette, etc. A 
picture of such a likeness. If it is 
unnamed, it is considered a portrait 
if the person may easily be identified 
in the book. In collation, the term is 
generally not used for the following: 
an actor in character; a caricature or 
an effigy; a person secondary in im- 
portance to the scene or event; types 
in ethnology, etc. (even though 
named); a mosaic; a death mask; 
portraits incidental to a decorative 
design; coins, postage stamps, etc. 
[Ca.] 

Positive Film. See Positive Photo- 
graph; Positive Stock. [M.] 

Positive Photograph. A photographic 
image in which the lights and shades 
are in the same order as in the ob- 
ject. [M.] 

Positive Stock. Photographic film de- 
signed for making motion picture 
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positive prints but frequently used in 
microphotographing cameras to obtain 
the original negative, [M.] 

Possible Purchase File. See Want 
List (1). 

Posthumous Work. A work first 
published after the author’s death. 

Postprofessional Education. Educa- 
tion for professional improvement 
undertaken by an individual librarian 
on his own initiative, without expense 
to the library, by such means as travel, 
further study in librarianship or in 
subject fields, library conferences and 
institutes, etc. 

Powdered. See Seme. 

Practice Work. See Field Work. 

Prebound. See Pre-library-bound. 

Preface. A note preceding the text 
of a book, which states the origin, 
purpose, and scope of the work and 
sometimes contains acknowledgments 
of assistance. To be distinguished 
from introduction, which deals more 
with the subject of the book. 

Preface Date. The date given at the 
beginning or end of the preface. [C.] 

Pre-Ubrary-bound. Of new books, 
bound in library binding prior to or 
at the time of original sale. Called 
Prebound for short. 

Preliminaries. See Preliminary mat- 
ter. 

Preliminary Edition. An edition is- 
sued in advance of a permanent edi- 


tion, sometimes for criticism before 
the final edition is published. 

Preliminary Leaf. One of the un- 
numbered leaves, printed on one or 
both sides, preceding the numbered 
pages or leaves at the beginning of a 
book. [C.] 

Preliminary Matter. The printed por- 
tion which precedes the text of a 
work. It includes some or aU of the 
following: half title, frontispiece, gen- 
eral and special title pages, dedication, 
preface or foreword, table of contents, 
list of illustrations, introduction. This 
material is usually printed last of aU, 
and as a separate signature or sig- 
natures with individual numeration. 
Called also Front Matter, and Pre- 
liminaries. [C.] 

Preparation or Preparations Division. 
The administrative unit in charge of 
cataloging, classification, and the phys- 
ical preparation of books for the 
shelves, and in some libraries, of 
other routines, such as order work, 
accessioning, and inventory. The term 
Processing Department is sometimes 
used. 

Preprint. An impression printed in 
advance of regular publication, as of 
a periodical article, or part of a book. 

Presentation Copy. A copy of a book 
bearing an inscription of presentation, 
generally by the author; or a copy 
of a book presented by the publisher. 

Press. In England, a free-standing 
double-faced bookcase. In American 
libraries: formerly, a bookcase; at 
present, a single-faced series of tiers 
placed end to end. 
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Press Release. An official or authori- 
tative statement giving information 
for publication in newspapers or peri- 
odicals on a specified date; usually in 
mimeographed form. Also known as 
Release and News Release. 

Pressmark. A symbol indicating the 
room, case, and sometimes shelf, 
where a book is kept. 

Pressure Plate. A heavy glass plate 
laid on material being microfilmed to 
keep it fiat. See also Flats. [M.] 

Primary Sources. See Source Ma- 
terial. 

Princeps Edition or Princeps. See 
First Edition. 

Print. Any picture reproduced by 
any printing process. The term is gen- 
erally applied to what are often called 
“fine prints,” e.g,, etchings, line en- 
gravings, mezzotints, etc., especially 
those etched or engraved by the artist 
who made the design. 

Printed As Manuscript. 1. Printed 
from manuscript which has not had 
final editorial revision. 2. Printed for 
private circulation, not to be 

quoted or sold. [C.] 

Printed But Not Published. Printed, 
but not offered for sale by the pub- 
lisher. 

Printer. The person, or firm, by 
whom a book is printed, as distin- 
guished from the publisher and the 
bookseller by whom it is issued and 
sold. [C.] 

Printer, Continuous. See Continuous 
Printer. [M.] 


Printer, Step. See Step Printer. [M.] 

Printer’s Device. See Printer’s or 
Publisher’s Mark. 

Printer’s Flower. See Floret (1). 

Printers’ Gothic. See Sans-serif. 

Printer’s or Publisher’s Mark, An 
emblem or design used by a printer 
or a publisher to identify his work. 
Devices now in use are usually those 
of publishers rather than printers. 
Also known as Printer’s Device or 
Publisher’s Device, and Device, 

Printer’s Ornament. A type design 
with which a printed page is deco- 
rated, as a border, a headpiece, a tail- 
piece. Also known as Ornament. 

Printer’s Slip. Catalog card copy 
prepared on a slip for printing. 

Printing (Edition, etc.). See Impres- 
sion (Edition, etc.). 

Printing (Microphotography). The 
process of making a copy from a 
photographic image by photographic 
contact printing or projection, usually 
producing a positive from a negative. 

Printing Hand. See Disjoined Hand. 

Private Library. A library not sup- 
ported by taxation, especially a li- 
brary belonging to an individual. 

Private Press. One which produces 
books for a limited clientele; the edi- 
tions are small and but rarely 
distributed through trade channels. 
Usually the books are finely printed, 
frequently by hand press. [C,] 
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Privately Illustrated. See Extra Il- 
lustrated. 

Privately Printed. Issued for private 
distribution only, or issued from a 
private press and not offered for sale 
through the trade. [C.] 

Privilege. See Cum Licentia; Cum 
Privilegio. 

Procedure Manual. A compilation of 
procedures for performing specific 
tasks or for fulfilling the duties of a 
particular position in a special li- 
brary. It is usually more detailed 
than, but otherwise comparable with, 
the staff manual of a general library 
except for the elimination of personnel 
matters, which are usually contained, 
in the case of corporations, in the 
employee handbook. 

Proceedings. The published record 
of a meeting *of a society or other or- 
ganization, frequently accompanied by 
abstracts or reports of papers pre- 
sented. Cf, Transactions. 

Process Color Printing. A photome- 
chanical process of reproducing pic- 
tures in color by the use of separate 
half-tone plates for two or more col- 
ors, prepared by means of color filters. 
Often called, from number of plates 
used, Three-color Process, Four- color 
Process. 

Process Engraving. See Photome- 
chanical Process. 

Process Slip. A card or slip, some- 
times a printed form, which accom- 
panies a book through the catalog 
department, acquiring on its way all 
the information and directions neces- 


sary for cataloging fully. Also called 
Catalog Card Copy, Catalog Slip, 
Cataloger’s Slip, Cataloging Process 
Slip, Copy Slip, Guide Slip, Routine 
Slip, Work Slip. 

Process Work. See Photomechanical 
Process. 

Processed. Reproduced by duplicat- 
ing processes other than ordinary 
printing, as by mimeograph, multi- 
graph, rotoprint, multilith, etc. Also 
called Near-print. Applied especially 
to government publications. 

Processing. The operation of develop- 
ing, fixing, washing, drying, and in- 
specting film. [M.] 

Processing Department. See Prepara- 
tion or Preparations Division. 

Proctor Order. The system of ar- 
ranging incunabula developed by 
Robert Proctor. The arrangement is 
chronological, based on the earliest 
date of printing, imder the following 
groupings: by country, by place un- 
der the country, and by printer under 
the place. 

Professional Assistant. A member of 
the professional staff performing work 
of a professional grade which requires 
training and skill in the theoretical or 
scientific parts of library work as 
distinct from its merely mechanical 
parts. The term is applied to all the 
professional staff except the chief li- 
brarian, associate or assistant chief 
librarians, and heads of departments 
and other administrative divisions of 
a library. 

Profile. An outline drawing represent- 
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ing a vertical section of land, water, 
underlying strata, etc., generally with 
the vertical scale exaggerated. 

Program Dissertation. A dissertation 
accompanying a “program” (i.e., an- 
nouncement of a memorial exercise, 
lecture, etc.) published by a university 
or school, especially one in Germany, 
Austria, Switzerland, or one of the 
Scandinavian countries. [Ca.] 

Prohibited Book. See Banned Book; 
Index Librorum Prohibitorum. 

Projection. The method employed by 
a cartographer for representing on a 
plane the whole or a part of the earth’s 
surface. 

Projection Bulb* A lamp used in a 
projector, having a very compact fila- 
ment to approximate a point source 
of light. [M.] 

Projection Distance. The distance 
from the objective to the sci^een on 
which the image is in focus. Often 
called Throw. [M.] 

Projection Head. The projector in- 
corporated in a reading machine. [M.] 

Projection Lens. See Objective. [M.] 

Projection Print. See Enlargement. 
[M.] 

Projection Printing. See Enlarging. 
[M.] 

Projection Ratio. The ratio of the 
projected image on the screen to the 
image on the film. [M.] 

Projector. An optical device consist- 


ing of a light source, lens system, and 
image holder, for projecting the image 
on a screen. Also called Film Pro- 
jector. [M,] 

Prompt Copy. See Promptbook. 

Promptbook. The copy of a play used 
by a prompter, showing action of the 
play, cues, movements of actors, prop- 
erties, costume, and scene and light 
plots. Also known as Prompt Copy. 

Proof. 1. A preliminary impression 
from composed type for examination 
and correction. Sometimes called 
Proof Sheet, 2. A preliminary’ impres- 
sion from an engraved plate or block, 
or a lithographic stone. Usually called 
Trial Proof. 3. An impression from a 
finished plate taken before the regular 
impression is published and usually 
before the title or other inscription is 
added. Sometimes called Proof Print 
and Proof Impression. 

Proof (Binding). See Binding Proof. 

Proof, Artist’s. See Artist’s Proof. 

Proof, Author’s. See Author’s Proof. 

Proof, Galley. See Galley Proof. 

Proof, Lettered. See Lettered Proof. 

Proof, Open-letter. See Open-letter 
Proof. 

Proof, Page. See Page Proof. 

Proof, Remarque. See Airtist’s Proof. 

Proof Before Letters. A proof of an 
engraving without any inscription, ie.. 
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before title and names of artist and 
engraver are supplied. 

Proof Impression. See Proof (3). 

Proof in Slips. See Galley Proof. 

Proof Print See Proof (3). 

Proof Sheet See Proof (1). 

Proof sheet Depository. A library that 
receives free from the Library of Con- 
gress a complete set of all its cards 
printed before proofsheets of cards 
vrere issued, to supplement a full 
collection of proofsheets. 

Proprietary Library, A library owned 
by shareholders who acquire shares in 
the ownership of the library by pur- 
chase or gift The use of the library 
is generally confined to shareholders 
or to persons designated by them. 

Prospectus. 1. A pamphlet or folder 
issued by a publisher to announce a 
work newly published or to be pub- 
lished, sometimes including sample 
pages. 2. A book containing sample 
pages and specimens of text, illustra- 
tions, and style of binding of a pub- 
lication, for use in soliciting orders. 

Provenance. The source, history of 
transmission or ownership, as of a 
book or manuscript. 

Provisional Edition- A tentative edi- 
tion preceding a final edition that may 
incorporate additions and changes. 

Pseudonym. A false name assumed 
by an author to conceal his identity. 
[C.] 


Public Catalog. A card catalog for 
public use as distinguished from one 
limited to official use. 

Public Document. See Document; 
Government Publication. 

Public Library. 1. A library that 
serves free all residents of a com- 
munity, district, or region, and re- 
ceives its financial support, in w^hole or 
in part, from public funds. 2. Earlier, 
a library accessible to all residents of 
a community, but not generally free, 
as distinguished from a private li- 
brary; e.g., a society library, a sub- 
scription library. 

Publication Date. 1. The year in 
which a book is published, generally 
the date given at the bottom of the 
title page, in distinction from copy- 
right and other dates. Also known as 
Date of Publication. 2. The day of the 
month or week on which a periodical 
is issued. Also known as Publication 
Day. 3. The month and day when a 
new book is placed on sale by a pub- 
lisher, generally announced in ad- 
vance. Also known as Publication 
Day and Date of Publication. 

Publication Day, See Publication 
Date (2, 3). 

Publication Exchange. See Exchange 

( 1 ). 

Publication Number (Music). See 
Plate Number. 

Publication State. See State (En- 
graving). 

Publisher, The person, firm, or cor- 
porate body undertaking the responsi- 
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bility for the issue of a book or other 
printed matter to the public. The same 
person or firm may be printer, pub- 
lisher, and bookseller, or printer and 
publisher, or publisher and bookseller, 
but since the opening years of the 
nineteenth century publishing has 
been, for the most part, a separate 
business. [C.] 

Publisher’s Binding. The binding of 
a book as it is issued by its publisher. 
It is nearly always identical with 
edition binding, and commonly im- 
plies ordinary cloth. 

Publisher’s Cover. A case designed 
for use in an edition binding. 

Publisher’s Device or Mark. See 
Printer’s or Publisher’s Mark. 

Publisher’s Series. A number of 
books, generally reprints of older, 
standard, or current books, not neces- 
sarily related in subject or treatment, 
issued by a publisher in uniform style 
and usually with a common series 
title, as Cambridge Edition, Every^ 
man’s Library, Sometimes known as 
Trade Series and Reprint Series. 

Pulp. The mechanically or chemically 
prepared pasty mixture based on 
vegetable fibers that is used for mak- 
ing paper. 

Pulp Magazine. A twentieth-century 
type of cheap magazine printed on 
newsprint and devoted to stories of 
adventure, mystery, and love. Also 
known as Pulp-paper Magazine, Pulp 
Sheet, and Wood-pulp Magazine. 

Pulp-paper Magazine. See Pulp 
Magazine. 


Pulp Sheet. See Pulp Magazine. 

Purchasing Agent. See Agent. 

Pure Notation. A system of notation 
in which only one kind of symbol is 
used to indicate the divisions of a 
classification scheme. 

Quad. A shortened form of quadrat, 
a blank square block of metal lower 
than height of type, cast in a definite 
number of ems. Quads are used for 
indention, spacing, and blank lines. 

Quarter Binding. 1. Binding in cloth- 
covered boards with leather backs, or 
paper-covered sides with cloth or 
leather backs, in which the back ma- 
terial extends only slightly on the 
sides. In quarter binding, the leather 
(or cloth) back should extend on the 
boards one eighth the width of the 
boards. 2. Pamphlet-style library 
binding (q.v.). 

Quarter Leather. A quarter binding 
in which leather is used for the back. 

Quarterly. A periodical issued four 
times a year. 

Quarto. 1. Format: a book printed 
on full-sized sheets folded medially 
and then transversely, making four 
leaves or eight pages. 2. Size: ac- 
cording to the American Library As- 
sociation scale, a book which measures 
from 25 cm. to 30 cm. in height. [C.] 

Quick or Ready Reference. 1. Rapid 
and easy consultation of material to 
find information. 2. Reference work 
limited to the most accessible material. 
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Quire* (ti.) Specifically, the one or 
more sheets or half sheets which com- 
prise a signature, folded and laid to- 
gether so that the leaves or pages are 
in proper sequence. Called also Gath- 
ering, Section, and Signature. See also 
In Quires, (d.) To lay together two 
or more folded sheets, one within the 
other. [Ca.] 

Back. A framework or stand for dis- 
playing library books and other ma- 
terial. Also called Display Rack and 
Exhibit Rack. Distinguished accord- 
ing to use as Book Rack, Magazine 
Rack, etc. 

Radiating or Radial Stack. A stack 
in which the bookcases are arranged 
as radii of a semicircle, usually with 
delivery desk at the center. 

Radiation Fin. A fin on a metal lamp 
house to increase the surface area of 
the lamp house and correspondingly 
increase the radiation of heat away 
from the lamp. [M.] 

Bag-content Paper. See Rag Paper. 

Rag Paper, Paper made entirely or 
in part from rags. Also known as 
Rag-content Paper. 

Raised Bands. 1. The ridges running 
across the shelf back of a book that 
has been sewed on cords. 2. False 
bands, made to imitate real raised 
bands. 

Range. A double-faced bookcase, one 
of a series in a stack. 

Range Aisle. A narrow passageway 
between ranges. 


Range End. The part of a range 
which faces the aisle. Also known as 
Range Front and Stack End. 

Range Front. See Range End. 

Range Guide. A large card, or label, 
on a range end, to indicate contents 
of the range. 

Range Number. A number assigned 
to a range to facilitate location of 
books. 

Bare Book. A book so old, scarce, or 
difficult to find that it seldom appears 
in the book markets. Among rare 
books may be included: incunabula, 
sixteenth- and seventeenth-century 
imprints, American imprints before 
1820, first editions, limited editions, 
de luxe editions, specially illustrated 
editions, books in fine bindings, 
unique copies, books of interest for 
their associations. 

Rare Book Room. See Treasure Room. 

Readable Book. A book that meets 
the needs of the layman at the least 
cost in time and energy; usually non- 
fiction that presents knowledge as 
lucidly, simply, and nontechnically as 
its subject permits. 

Reader. 1. A person who uses library 
material. 2. A member of a special 
library staff who scans current ma- 
terial to select articles, etc., pertinent 
to the work of individuals and depart- 
ments of the organization to be 
brought to their attention. In a news- 
paper library, a member of the library 
staff who scans the several editions of 
the newspaper and marks the articles 
for clipping and filing. 
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Readers’ Adviser. A librarian con- 
cerned specifically with the reading 
problems of adults, who recommends 
books, compiles lists of selected titles, 
instructs adult readers in the use of 
the library and its resources, and 
maintains relations with adult educa- 
tion agencies. Also called Readers’ 
Consultant and Readers’ Counselor. 

Reader’s Card. See Borrower’s Card. 

Readers’ Consultant or Counselor. 
See Readers’ Adviser. 

Reader’s Note. A descriptive book 
annotation intended to inform the 
reader about a book and to interest 
him in reading it. 

Reading Club. 1. A group, with or 
without formal organization, which 
meets at specified times under the 
supervision of a librarian to discuss 
and review books. 2. A club for school 
children, generally without meetings, 
planned to stimulate vacation reading. 
Also called Summer Reading Club. 

Reading Course. A list of books se- 
lected for an individual or a group 
as a guide to systematic, consecutive 
reading on a definite subject. 

Reading Guidance. Directing the 
choice of books by readers in ac- 
cordance with their interests and 
abilities through personal advice or 
printed lists. 

Reading Interests. Topics that ap- 
peal to readers, especially to those of 
the same age, sex, occupation, income, 
or cultural group. 

Reading List. A select, often an- 


notated, list of books, or of books and 
articles, suggested for reading and 
study. Also known as Reference List 
and Reference Reading List. 

Reading Machine. An apparatus con- 
sisting essentially of a projector and a 
screen, either opaque or translucent, 
on which microfilm is read. [M.] 

Reading Room. A room set apart for 
reading and study, usually provided 
with books or other material. 

Reading Shelves. Checking of shelves 
to see that books are in correct order. 
Also known as Revising Shelves and 
Shelf Reading. 

Ready Reference. See Quick or 
Heady Reference. 

Rear Projection Screen. A screen on 
which the image is projected from the 
rear, the image being viewed from the 
front. [M.] 

Reback. To put a new shelf back on 
a volume without any other rebinding. 

Rebind, (ii.) A volume that has been 
rebound, (v,) To subject a volume to 
rebinding. 

Rebinding. The thorough rehabilita- 
tion of a worn book, the minimum of 
work done being resewing and put- 
ting on a new cover. 

Recall, (n.) A request by a library 
for the return of a borrowed book 
when another reader needs it. (u.) To 
request a borrower to return a book 
needed by another reader. 

Recasing. 1. The replacing (resetting) 
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of the cover on a volume that has 
come out of its cover or has loosened 
in the cover, the sewing and the cover 
being still in good condition. 2. The 
same process, except that the volume 
is resevm and/or provided with new 
end papers. 3. The covering of a vol- 
ume with a new case or new cover. 

Receiving Desk. See Circulation Desk. 

Receiving Room. See Shipping Room. 

Recension. 1. A textual revision of a 
work, based on critical study of earlier 
texts and sources. 2. A text thus 
established by critical revision. 

Reconditioning (of film). The proc- 
ess of restoring old film to a usable 
condition by cleaning, rehumidifying, 
and reviving its pliableness. [M.] 

Reconstructed Binding. A trade name 
for the binding on a pre-library-bound 
book when the volume is resewed and 
put back into the original publisher’s 
cover. 

Record Group. A single organized 
and identified body of records consti- 
tuting usually the archives (or the 
part thereof in the custody of an 
archival establishment) of an autono- 
mous record-keeping agency or estab- 
lishment. 

Re-covering. The process of making 
a new cover and attaching it to a 
volume. 

Recreational Reading. Any kind of 
reading matter read for diversion in 
distinction from that read in connec- 
tion with work or study. 


Recto. The right-hand page of an 
open book, usually bearing the odd page 
number. Also, the front of a separate 
printed sheet, e.g., of a broadside. 
Formerly called Folio Recto. [C.] 

Red Book. 1. A book containing an 
official list of state employees. 2. An 
official peerage list. 

Red Rope. See Manila Rope. 

Red Under Gold. Having edges, and 
sometimes decoration, colored red and 
then gilded. 

Reduction Ratio. The ratio of the 
size of the original material to the 
size of the photographic image. [M.] 

Reel. 1. A flanged spool on which film 
is wound. Also called Film Spool. 
2. The quantity of film that can be 
wound on such a spool. [M.] 

Reference. A direction from one 
heading to another. [C.] 

Reference Book. 1. A book designed 
by its arrangement and treatment to 
be consulted for definite items of in- 
formation rather than to be read con- 
secutively. 2. A book whose use is 
restricted to the library building. 

Reference Card. A catalog card bear- 
ing a cross reference. 

Reference Card or Slip. (Special li- 
braries). See Search Record. 

Reference Collection. A collection of 
books and other materials in a library 
useful for supplying information, kept 
together for convenience and gen- 
erally not allowed to circulate. 
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Reference Department. 1. The part 
of a library in which its reference 
books are kept for consultation. 2. The 
administrative unit in charge of the 
reference work of a library. 

Reference Librarian. 1. A librarian 
in charge of the work of a reference 
department. For a department of two 
or more the terms Chief of Reference 
Department and Chief Reference Li- 
brarian are coming into use and are 
to be preferred. Cf. Chief. 2. A pro- 
fessional assistant in a reference de- 
partment, as senior reference libra- 
rian. 

Reference Library. 1. A library with 
either a general collection or a col- 
lection limited to a special field, or- 
ganized for consultation and research, 
and generally nbncirculating. 2. A 
library whose books may not be taken 
from the building. 

Reference List. See Reading List. 

Reference Mark. A symbol, letter, 
or figure used in printing to refer to 
material in another place, as in a 
footnote. Symbols in order of use are: 
* (asterisk), f (dagger), $ (double 
dagger), § (section mark), || (paral- 
lels), f (paragraph mark). 

Reference Matter. One of the three 
main parts of a book, that containing 
notes, bibliography, appendixes, in- 
dexes, etc. Sometimes called Sub- 
sidiaries. 

Reference Reading List. See Read- 
ing List. 

Reference Slip. See Search Record. 


Reference Work. 1. That phase of 
library work which is directly con- 
cerned with assistance to readers in 
securing information and in using the 
resources of the library in study and 
research. 2. The work of a reference 
department. 

Reflection Copying. See Contact 
Printing. [M.] 

Reflex Copying. See Contact Print- 
ing. [M.] 

Regional Branch. A larger branch 
library which acts as a reference and 
administrative center for a group of 
smaller branches in a public library 
system. 

Regional Catalog. A union catalog of 
libraries and collections in a particu- 
lar locality or section, such as a metro- 
politan area, a state, or a group of 
states. Also called Regional Union 
Catalog. 

Regional Document Library. A li- 
brary in a particular area that is 
responsible for collecting federal gov- 
ernment documents and local govern- 
ment documents of the section, for 
the use of all libraries in the area. 

Regional Library. A public library 
serving a group of communities, or 
several coxmties, and supported in 
whole or in part by public fimds from 
the governmental units served. Some- 
times known as District Library. 

Regional Union Catalog. See Re- 
gional Catalog; Union Catalog (1). 

Register. 1. The series of symbols 
by which the leaves of the signatures 
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are marked to indicate their order to 
the folder and the binder. [C.] 
2. Registrum (q.w.)* Adjustment of 
printing so that lines or coliamns of 
print on both sides of a leaf exactly 
correspond, or, in multicolor work, 
so that the successive impressions are 
in exactly correct relation to each 
other. 4. A ribbon attached to a book 
for marking a place. Also called 
Bookmark, Marker, Ribbon, and Rib- 
bon Marker. 5. A list or official roster. 

Registration. The enrollment of per- 
sons wishing to borrow books from a 
library. 

Registration Card. A card that re- 
cords a borrower’s name and his bor- 
rower’s number. 

Registration Department. The ad- 
ministrative xmit that handles the 
registration of borrowers and the re- 
lated records. 

Registration File. See Application 
File; Registration Record or File. 

Registration Record or File. An 
alphabetical or a numerical list of 
library borrowers. Also called Bor- 
rowers’ File, Borrowers’ Register. 

Registrum or Register. A list of the 
quires, often given at the end of early 
printed books (especially those printed 
in Italy) to aid the binder in assem- 
bling and arranging a complete copy. 
The list may consist of the catchwords, 
the signature marks, or a combina- 
tion of the two, [C.] 

Reinforced Binding. 1. An inade- 
quate term for pre-Hbrary binding. 
See Pre-library-bound. 2. A term 


loosely used by publishers for an edi- 
tion binding that purports to be suffi- 
ciently strengthened to withstand hard 
library use. 

Reinforced Library Binding. A sec- 
ondary binding in pre-library-bound 
style. (Properly used only to refer 
to Class “A” pre-library binding, but 
sometimes used in referring to a pre- 
bound book in which the publisher’s 
original cover is retained.) 

Reissue. See Issue (Edition, etc.). 

Relation. An English nonperiodic 
pamphlet describing a battle or some 
other event, a forerunner of the news- 
paper. Also known as a ‘^discourse” 
or a ‘‘narration.” 

Relative Index. An index to a classi- 
fication scheme which shows all phases 
and relations of each subject. 

Relative Location. The arrangement 
of books in a library according to 
their relations to each other, allow- 
ing the introduction of new material 
in its proper relation to material on 
the shelves. Contrasted with Fixed 
Location. Also known as Movable 
Location. 

Release. See Press Release. 

Relief Map. A type of map tjiat rep- 
resents elevations and depressions of 
the surface of the earth by various 
methods. 

Relief Printing. Printing from raised 
surfaces, as from type, in distinction 
from intaglio printing and plano- 
graphic printing. 
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Remainder. A publisher’s stock of 
unsold copies of a book disposed of 
as a lot, to be resold at a reduced price. 

Remarque Proof. See Artist’s Proof. 

Remedial Reading. Reading designed 
to help readers overcome disabilities 
due to lack of educational opportuni- 
ties, physical handicaps, or retarded 
mentality, so that they may be able 
to read with greater ease and with 
clearer xmderstanding. 

Renewal. 1. Recharging of books to 
the same borrower at expiration of 
period of loan. 2. The reregistration 
of a borrower. Sometimes restricted 
to immediate reissue of a borrower’s 
card after expiration of his old card. 

Renewal Slip. A form on which is 
recorded information necessary for 
the renewal of a book loan. 

Rental Card. T. A special borrower’s 
card on which loans from a rental 
collection are recorded. 2. A special 
book card for a book in a rental col- 
lection. 

Rental Collection. A group of se- 
lected books that are circulated for a 
small fee. Sometimes called Rental 
Library. If the books are duplicates 
of books in the regular library col- 
lection, the terms Duplicate Pay Col- 
lection and Pay Duplicate Collection 
are also used. 

Rental Library. 1. A library owned by 
a commercial agency which charges a 
small fee for books loaned. 2. Some- 
times, a rental collection (q.u.). 

Repair Department. The administra- 


tive unit that has charge of the mend- 
ing of books when rebinding is not 
necessary, the placing of pamphlets 
in binders, and similar work. Also 
known as Book Repair Department. 

Repairing. The partial rehabilitation 
of a worn book, the amoxmt of work 
done being less than the minimum 
involved in rebinding and more than 
the maximum involved in mending. 
Includes such operations as restoring 
cover and reinforcing at joints. Not 
to be confused with mending. 

Repertory Catalog. See Union Cata- 
log. 

Replacement. 1. The substitution of 
another copy of a title or volume for 
one no longer in a library. 2. The 
copy of a title or volume substituted, 
or to be substituted, for another copy 
no longer in a library. 

Report. 1. A publication giving an 
official or formal record, as of some 
special investigation, of the activities 
of a corporate body, of the proceed- 
ings of a legislative assembly. 2. PI. 
Publications giving judicial opinions 
or decisions. 

Report Writing. In a special library, 
presenting in written form the results 
of a search for information asked for, 
especially when pertinent information 
exists in many publications but the 
amount in each is limited, and when 
information is gathered by corre- 
spondence, telephone, and interview. 

Reprint. A new printing, without 
material alteration, from new or orig- 
inal type or plates, as distinguished 
from copies made by typing, or repro- 
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ductions made by a mechanical or a 
photomechanical process. Prefer the 
specific terms, Edition, Impression, 
Issue, Offprint, etc. A textual reprint 
is one whose text follows exactly that 
of a particular edition. [C.] 

Reprint Edition* A cheap edition of 
a standard work or of a popular copy- 
righted work, from plates used in the 
regular trade edition, usually issued 
through agreement with the original 
publisher. 

Reprint Series. See Publisher’s Series. 

Republication. 1. A reissuing of a 
work by a different publisher without 
change in text. Sometimes applied to 
a reprinting in another country. 2. A 
work thus reissued. 3. In a very broad 
sense, a reissuing of a work, with or 
without change in text, or as a new 
edition; a work thus reissued. 

Request Form. A form distributed to 
the clientele of a special organization 
library and used to request informa- 
tion or material from the library. 

Required Reading Room. See Re- 
served Book Department (1). 

Reregistration, Continuous. See 
Continuous Reregistration. 

Rescript. See Palimpsest. 

Research Book. In motion-picture 
research libraries, a scrapbook made 
up of abstracts and reference material 
relating to the setting, architecture, 
costume, etc., collected for a particular 
picture in advance, or in course, of 
production. 


Research Librarian. 1. A member of 
a university library staff, holding one 
of the positions established experi- 
mentally by the Carnegie Corporation, 
who devotes his time to assisting 
faculty members in their research, the 
results of which are to be published. 
2. In a special library, a librarian 
whose primary function is to collect 
information and material from within 
and without the organization, from 
written sources, and from individuals 
and organizations that are authorities 
in certain fields. The research librar- 
ian may or may not summarize and 
appraise, in report form, the informa- 
tion gathered. 

Research Library. A reference library 
provided with specialized material, 
where exhaustive investigation can be 
carried on, in a particular field, as in 
a technological library, or in several 
fields, as in a university library. 

Research or Search Service. Service 
rendered by special librarians through 
examination, appraisal, and summar- 
izing of information gathered from 
written sources and from individuals 
and organizations that are authorities 
in specific fields. It is not to be con- 
fused with creative or scientific re- 
search. 

Reserve Card. A form on which a 
patron files a request for a book to be 
held for him when it is available. 

Reserve Collection. Branch library 
niaterial not in active use stored at a 
central location and available for all 
agencies upon request. 

Reserved Book. 1. A book held for 
a borrower a certain length of time in 
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response to his request. 2. One of a 
group of books segregated and with- 
held from general circulation, par- 
ticularly those needed for college or 
school required reading. 

Reserved Book Collection. A collec- 
tion of material segregated and re- 
stricted in circulation, especially in a 
college or a university library. 

Reserved Book Department. 1. The 
part of a college or a university li- 
brary where books for required read- 
ing are segregated. Sometimes called 
Required Reading Room and Assigned 
Reading Room. 2. The section of a 
college or university library staff in 
charge of reserved books. 

Reservoir Library. See Deposit Li- 
brary. 

Residence Hall Library. See Dormi- 
tory Library. 

Residual Hypo. Hypo that remains 
in the film after the film has been 
processed; it is detrimental to the life 
of the film. [M.] 

Resolution. See Resolving Power. 
[M.] 

Resolving Power. 1. The ability of a 
lens to give a sharp image for a given 
aperture. 2. The ability of a film to 
record a sharp image. [M.] 

Restricted Book. A book whose cir- 
culation is limited purposely, usually 
because of special demand, its refer- 
ence value, costliness, rarity, or ques- 
tionable moral tone. 

Restricted Circulation. The issuing 


of certain material with some limita- 
tion, as on period of loan, number of 
books, or persons allowed to borrow it. 

Resume. A summary of the chief 
points of a work. 

Return Desk. See Circulation Desk. 

Reversal Process. A process of de- 
velopment that produces a positive 
instead of a negative image from the 
originally exposed film. [M.] 

Review. 1. An evaluation of a literary 
work, usually published in a peri- 
odical or a newspaper. 2. A periodical 
publication primarily devoted to crit- 
ical articles and reviews of new books. 

Review Copy. A copy of a new book 
sent free by a publisher for review 
purposes. 

Revised Braille. In England, a revi- 
sion of the English braille introduced 
in 1905. In the United States, braille, 
grade one and a half, was originally 
called revised braille, grade one and a 
half. Obsolete, 

Revised Edition. A new edition with 
the text of the original edition changed 
and corrected, and sometimes with 
additions that supplement it or bring 
it up to date. 

Revised Impression. See Issue (Edi- 
tion, etc.). 

Reviser. 1. A cataloger who checks 
and corrects work in process, such as 
assignment of classification numbers 
and preparation of catalog entries. 
2. An assistant in a library school 
who checks and corrects the written 
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work of students, particularly in 
courses in cataloging and classifica- 
tion, and often in reference work and 
book selection* 

Revising Shelves. See Reading 
Shelves. 

Revolving Bookcase. A compact kind 
of bookcase having four faces of one 
or more tiers built around a central 
cylinder that turns on a spindle. 

Rewind. An apparatus consisting of 
two spindles geared to cranks for the 
unwinding and rewinding of reels of 
film. [M.] 

Ribbon. See Bookmark; Register (4) . 

Ribbon Arrangement. A method of 
shelving books with nonfiction on up- 
per shelves and fiction on lower 
shelves, or vice versa, or with fiction 
on middle shelves and nonfiction on 
upper and lower shelves. 

Ribbon Marker. See Bookmark; Reg- 
ister (4). 

Ridge. See Flange. 

Ring Binding. An old style of me- 
chanical binding, involving the use of 
several metal rings. 

Roan. Sheepskin dyed a dark color 
and having an irregular surface. 

Roll. An early form of book that was 
written on a strip of papyrus or other 
material and rolled on a rod or rods. 
Also called Rolled Book and Scroll. 

Rolled Book. See Roil. 


Rolled Edges. Edges of book covers 
decorated with a roll, or “roulette,” a 
finishing tool having a brass wheel 
with a design on its rim. 

Roller Shelves. Large shelves for 
storing folios, etc., fitted with a series 
of small rollers to facilitate the han- 
dling of the books and to protect the 
bindings. 

Rolling Press. A single- or a double- 
faced movable bookcase, suspended 
from overhead tracks or running on 
floor tracks, which slides between the 
ranges of a stack. Also known as 
Hanging Press. 

Roman a Clef. A novel in which one 
or more characters are based on real 
people, with names disguised. 

Roman Type. 1. An early Italian type 
based on capitals in Latin inscriptions 
and small letters in humanistic script. 
2. Styles of type now commonly used 
for books, periodicals, and newspa- 
pers, characterized by serifs and up- 
right strokes heavier than horizontal 
strokes, as distinguished from black 
letter and italic. Also called Modem 
Roman. 

Rotogravure. 1. An intaglio process 
of printing pictures, a modification of 
photogravure, in which the image is 
reproduced on a copper cylinder, or 
a copper plate to be attached to a cyl- 
inder, for printing on a rotary press. 
2. A print or an illustration produced 
by this process. 

Rough Edges. A generic term, in- 
cluding “imcut (untrimmed) edges” 
and “deckle edges.” 


LIBRARY TERMS 


(119) 


Rustic Capital 


Round Brackets. See Curves. 

Round or Rounded Corner. 1. Li- 
brary corner (q.v.). 2. A book cover 
in which the board is cut off at the 
corner before covering is added; usu- 
ally confined to leather bindings. 

Routine Slip. See Process Slip. 

Routing. The systematic circulating 
of material to staff members; or, in a 
special organization library, the cir- 
culating of new publications among 
members of its clientele in accordance 
with their work interests or fields of 
specialization. 

Routing, Automatic. See Automatic 
Routing. 

Routing, Selective. See Selective 
Routing. 

Routing Form. See Routing Slip or 
Form. 

Routing Slip or Form. A form at- 
tached in a library to a periodical or 
other publication which is to be sent 
to one or more persons, generally with 
spaces for names, dates, etc. 

Rub. See Rub-off. 

Rub-off. An impression of the letter- 
ing on the back of a book, made by 
placing a piece of strong, thin paper 
over the back, and rubbing it with 
the lead of a heavy pencil or some- 
thing similar; used for matching bind- 
ings. Also called Rubbing and Rub. 

Rubbing. See Rub-off. 

Rubricated. Having initials, catch- 


words, titles, or other parts of a work 
written or printed in red, and some- 
times blue or other colors, as in an- 
cient manuscripts and early printed 
books. 

Rudolph Continuous Indexer. A cab- 
inet for storing catalog entries, in 
which the entries are inserted in a 
series of pressboard leaves which re- 
volve around a pair of hexagonal 
drums. Practically obsolete. 

Rule Mark or Ruled Line. In early 
manuscripts, one of the vertical or 
parallel horizontal lines made to guide 
the transcriber in making an accurate 
and attractive copy. 

Rune. Any letter or character of the 
early alphabet used by the Teutonic 
or Germanic peoples. 

Runner. See Page (2). 

Running Head. A line of printing at 
the top of each page of a book, giving 
the title of the work, the chapter title, 
or the subject of the chapter or page. 

Running Title. A title of the book 
repeated at the head (or the foot) of 
the pages, not necessarily on both 
versos and rectos. Cf. Headline, Cap- 
tion Title. [C.] 

Russia. A fine calf, of a special tan- 
nage, finished with birch oil, which 
gives it a characteristic spicy odor. 

Russia Cowhide. See American Rus- 
sia. 

Rustic Capital. A lighter and less 
formal capital than the square capi- 
tal; used in early manuscripts. 
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Saddle Stitching. Stitching together 
leaves (double leaves inserted one 
within the other) with thread or wire 
passing through the bulk of the vol- 
ume at the fold line. So called from 
the saddle of a stitching machine. Cf, 
Side Stitching. 

Safety Film. See Cellulose Acetate. 
[M.] 

Sample Back. A strip of binding ma- 
terial made up like the backstrip of 
a book, to be used as a sample for 
matching color, fabric, lettering, etc. 

Sans-serif. A simple outline style of 
type having even strokes and no cross 
bars at ends of strokes. Also called 
Block Letter, Printers' Gothic, and by 
American printers, Gothic. In Eng- 
land also known as Doric and Gro- 
tesque. 

Scale. The ratio between a given dis- 
tance on a map to the corresponding 
distance on the earth’s surface. 

Scan. In a special library, to exam- 
ine periodical and other material and 
evaluate the usefulness of the infor- 
mation it contains to the library’s 
clientele, or more specifically to the 
activities of individuals served by the 
library. 

Scanning Device. An attachment on 
some reading machines that permits 
the reader to bring to or near the cen- 
ter of the screen the section of the 
image that he is reading. [M.] 

Scheme of Service. See Graded 
Scheme of Service. 

School Branch Library. A library 


agency in a school building, admin- 
istered by a public library and/or a 
board of education for the use of stu- 
dents and teachers, and frequently for 
adults of the neighborhood. 

School Department. See School Li- 
braries Department (1). 

School Deposit. See Classroom Li- 
brary (1); Classroom Loan. 

School District Library. 1. Earlier, a 
tax-supported library established in a 
school district for the use of schools 
and free to all residents of the district. 
Also called District Library. 2. A free 
public library established and finan- 
cially supported by action of a school 
district for the use of all residents of 
the district, and supervised by a local 
board of education or by a separate 
library board. 

School Duplicate Collection. A col- 
lection of books for boys and girls of 
elementary and junior high school 
age, duplicating books in a children’s 
department and used to supply books 
for schoolroom use. 

School Librarian. A professionally 
trained librarian in charge of a school 
library. 

School Libraries Department. 1. The 
administrative unit of a public library 
that supervises libraries in schools 
and/or has charge of the distribution 
of books and other reading matter to 
schools. Also called School Depart- 
ment and Schools Department. 2. The- 
section of a board of education re- 
sponsible for the activities of school 
libraries in a school system. 
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School Library, 1. An organized col- 
lection of books housed in a school for 
the use of students and teachers, and 
in charge of a librarian or a teacher. 
2. In a university, a collection of books 
related to the work of a particular 
school or college, administered sepa- 
rately by the school or college or as 
a part of the university library. 

School Library Supervisor. A mem- 
ber of the staff of a library or a local 
or state board of education who in- 
spects school libraries and advises and 
directs the school librarians. 

School Loan, See Classroom Library 
(1); Classroom Loan. 

Schoolroom Library. See Classroom 
Library (1). 

Schools Department. See School Li- 
braries Department (1). 

Schrotblatt. See Dotted Print, 

Schwabacher. 1. An early variety of 
Gothic type used in Germany. 2. A 
type used in Germany today, based on 
early Gothic designs. 

Scintillation. The phenomenon of 
myriad small points of light and spec- 
tra produced by some translucent 
screens. [M.] 

Score. The written, or printed form 
of a musical work in which the music 
for the participating voices and or in- 
struments appears on two or more 
staves one above the other. 

While the term score can be applied 
to all music that is complete in itself, 
the term is not usually applied to 
music for one performer. Music for 


keyboard instruments, however, tech- 
nically falls within the definition 
given above, for it is generally printed 
(or written) on two or more staves. 

Screen. A specially prepared surface 
on which an image is projected. [M.] 

Screen, Diffusing. See Diffusing 
Screen. [M.] 

Screen, Opaque. See Opaque Screen. 
[M.3 

Screen, Rear Projection. See Rear 
Projection Screen. [M.j 

Screen, Translucent. See Translu- 
cent Screen. [M.] 

Screen Image. The projected image 
that appears on a screen. [M.] 

Scribal Copy. A written manuscript, 
produced by a copyist, as opposed to 
the original manuscript produced by 
the author himself or from his dicta- 
tion. 

Scrinium. A cylinder-shaped recep- 
tacle with movable top used by the 
Romans to hold a number of scrolls. 

Script. 1. A typescript; specifically, a 
typescript of a play, a motion-picture 
play, the text of the spoken part of a 
radio program, etc. 2. A type style 
that resembles handwriting. 

Scriptorium. Literally, a writing 
room, A place in a medieval monas- 
tery or abbey .sc*t apart for the prepa- 
ration of manuscripts. 

Scroll. See Roll. 
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Seal. A bookbinding leather derived Secondary Sources. Any material 
from the Greenland or Newfoundland other than primary sources used in 
seal; generally used for limp bindings, the preparation of a written work. 


Seal Print. A fifteenth-century wood- 
cut which has received blind embos- 
sing of the paper after the print has 
been made. Sometimes called Gypso- 
graphic Print. 

Sealskin. See Seal. 

Search Procedure, The plan of search 
used in a particular special library or 
class of special libraries, especially 
for certain types or categories of in- 
formation searches. 

Search Record. A record in a special 
library w^hich shows the publications, 
individuals, and organizations con- 
sulted in an extended search for in- 
formation. The record card is called 
a Reference Card or a Reference Slip, 

Search Service. See Research or 
Search Service; Literature Search. 

"‘Second’’ Indention. The distance 
from the left edge of a catalog card 
at which, according to predetermined 
rules, the title normally begins; on a 
standard ruled card, at the second 
vertical line. Also called Inner In- 
dention, Title Indention, and Para- 
graph Indention. [Ca.] 

Secondary Entry. See Added Entry. 

Secondary Fulness. The use of an 
abbreviated form of an author’s name 
for secondary entries in a catalog 
when the unit card is not used. Also 
known as Author Abbreviation and 
Subject Fulness. 


Section. 1. One of the separate parts 
that together make up a whole, as a 
section of a bookcase or of a card 
catalog cabinet. 2. A tier (q.v.). 
3. A subdivision of an administrative 
unit in a library; occasionally, the 
larger administrative unit. Sometimes 
called Division or Department. 4. In 
the Decimal classification, one of the 
subdivisions of a division. 5. A quire 
(q.v.). 6. One of the distinctive parts 
in which a newspaper is sometimes 
issued, e,g,j financial section. 

Section Title. See Half Title (2). 

Sectional Title. See Half Title (2). 

“See Also” Cross Reference. See 
“See Also” Reference, 

“See Also” Reference. A direction in 
a catalog from a term or name under 
which entries are listed to another 
term or name under which additional 
or allied information may be found. 

“See” Cross Reference. See “See” 
Reference. 

“See” Reference. A direction in a 
catalog from a term or name under 
which no entries are listed to a term 
or name under which entries are 
listed. Other terms used are: “See” 
Cross Reference, “See” Subject Refer- 
ence, “See” Card and “See” Reference 
Card. 

Selection Division. The section of an 
acquisition department or an order 
department that handles the selection 
of books. 
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Selective Cataloging. The cataloging 
of certain types of material in a li- 
brary with either shorter or fuller 
cataloging than that used for the bulk 
of the library collection. 

Selective Routing. In a special li- 
brary, a plan whereby articles and 
publications are sent to individual 
members of the organization served 
by the library on the basis of their 
specific work interests. 

Self-charging System. Any method 
of recording book loans in which the 
borrower assists in making the record. 

Self-cover. A pamphlet cover made 
of the same paper as the body of the 
pamphlet. 

Seme (Semee). Characterized by 
semis. Also known as Powdered. 

Seminar Room. 1. A small room in 
a coUege or a university library in 
which selected material on a subject 
is placed temporarily for the use of 
a group engaged in special research. 
2, A room in a college or a university 
library in which a large part of its 
collection in a particular field is 
shelved for the convenience of ad- 
vanced students and faculty. 

Semis. A binding decoration of small 
figures, such as sprays, flowers, and 
leaves, repeated frequently at regular 
intervals, over the greater pdrtion of 
the binding, thus producing a pow- 
dered or sprinkled effect. 

Senior. A personnel rating term 
added to titles of positions to indicate 
relative rank; applied usually to as- 
sistants who under supervision do the 


more difficult nonsupervisory work, 
or subject to administrative authori- 
zation and approval are responsible 
for particular types of work requiring 
special qualifications. 

Senior Undergraduate Library School. 
A school for education in librarian- 
ship that met minimum standards of 
the Board of Education for Librarian- 
ship of the American Library Associ- 
ation from 1925 to 1933 by being con- 
nected with a degree-conferring in- 
stitution, requiring for entrance three 
years of college work, and meeting 
requirements with respect to faculty, 
curriculum, and other factors. Cf. 
Type III Library School. 

Sensitivity. A relative measure of 
the rate of change which takes place 
in the photochemical substance in the 
film emulsion when exposed to vari- 
ous or all of the wave lengths of the 
spectrum at various intensities. Some 
emulsions are particularly sensitive to 
certain wave lengths, and a panchro- 
matic emulsion is sensitive to all col- 
ors. Also known as Speed of Film. 
[M.] 

Sensitized Paper, Paper coated with 
a light-sensitive emulsion, generally 
used for making prints. [M.] 

Separate. See Offprint. 

Separate Registration. A method of 
recording applicants for borrowers' 
cards in which each branch records 
its own borrowers and no combined 
record of borrowers is kept at the 
central library. 

Sequel. A work, complete in itself, 
that continues a narrative from an 
earlier work. 
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Serial. 1. A publication issued in 
successive parts, usually at regular in-* 
tervals, and, as a rule, intended to be 
continued indefinitely. Serials include 
periodicals, annuals (reports, year- 
books, etc.) and memoirs, proceedings, 
and transactions of societies. [C.] 
2. Any literary composition, especially 
a novel, published in consecutive 
numbers of a periodical. 

Serial Catalog. A public or an offi- 
cial catalog of serials in a library, with 
a record of the library’s holdings. 

Serial Number. 1. The number de- 
noting the place of a publication in a 
series, as no. 42, Monograph 6. [Ca.] 

2. One of the consecutive numbers 
sometimes assigned to entries in a 
bibliography or a printed catalog. 

3. A card number (q.u.). 4. One of the 
consecutive numbers assigned to a 
volume of the Congressional set of 
United States government publica- 
tions. 

Serial Record. A record of the serial 
holdings of a library. 

Serial Section. A division of an or- 
der or an acquisition department that 
has charge of the acquisition of se- 
rials; or a subdivision of a prepara- 
tion division in charge of the catalog- 
ing of serials. 

Serial Set. See Congressional Edi- 
tion. 

Serials Department. The administra- 
tive unit in charge of handling serials, 
which may include ordering, check- 
ing, cataloging, preparation for bind- 
ing, etc. 


Series. 1. A number of separate 
works, usually related to one another 
in subject or otherwise, issued in suc- 
cession, normally by the same pub- 
lisher and in uniform style, with a 
collective title which generally ap- 
pears at the head of the title page, on 
the half title, or on the cover. 2. Each 
of two or more volumes of essays, 
lectures, articles, or other writings, 
similar in character and issued in se- 
quence, e.g., Lowell’s Among my 
hooks, second series. 3. Several suc- 
cessive volumes of a periodical or 
other serial publication numbered 
separately in order to distinguish them 
from preceding or following volumes 
of the same publication, e.g.. Notes 
and queries, 1st series, 2d series, etc. 
[C.] 

Series (Archives) . A group of docu- 
ments of uniform character system- 
atically organized or filed as a unit 
and intended to be kept together in a 
definite arrangement. 

Series Entry. In a catalog, an entry, 
usually brief, of the several works in 
the library which belong to a series 
under the name of the series as a 
heading; in a bibliography, either a 
partial or a complete list of the works 
in a series. [Ca.] 

Series Note. In a catalog or a bibli- 
ography, a note stating the name of a 
series to which a book belongs. The 
series note ordinarily follows the col- 
lation. [Ca,] 

Series Title. The name of the series 
to which a book belongs, indicated on 
the cover, title page, or somewhere 
else in the book. 
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Serif. A short, fine line crossing or 
projecting from the main stroke of a 
letter as a finish, one of the main ele- 
ments in determining specific type 
styles. 

Service. 1. An agency which supplies 
information, especially CTirrent data, 
in easily available form, not readily 
available otherwise. The information 
may be issued in printed, multi- 
graphed, loose-leaf, or other form, 
and may be supplied regularly and or 
on request. 2. The information sup- 
plied in this way. 

Service Basis. A method of scaling 
prices for a publication, determined 
by such criteria as total income, book 
fund, circulation, and potential value 
of the publication to a subscriber; for 
periodical indexes, based on number 
of indexed periodicals in a library. 

Service Department. 1. Any admin- 
istrative unit of a library in which 
direct contact is made with patrons. 
2. In some libraries, an administrative 
unit that combines the functions of 
circulation and reference departments. 

Session Laws. Publications contain- 
ing collections of laws passed by a 
state legislature or, formerly, of laws 
passed during particular sessions of 
Congress. The federal session laws, 
which were slip laws collected and 
reprinted with different page num- 
bers, were also known as Pamphlet 
Laws. 

Set. A series associated by common 
authorship or publication. Specifically, 
a collection of books forming a unit, 
as the works of one author issued in 
uniform style, a file of periodicals, re- 


lated works on a particular subject, 
or unrelated books printed uniformly 
and intended to be sold as a group; 
as, a set of Dickens; a set of works on 
sociology. [Py permission; from Web- 
ster’s New International Dictionary , 
Second Edition, copyright, 1934, 1939, 
by G. & C. Merriam Co.] 

Set-solid. Without leading between 
lines of type. 

Setofi. See Offset (1). 

Sewed. 1. Of, or pertaining to, a vol- 
ume in which the sewing has been 
complete. 2. Of, or pertaining to, a 
temporary binding, without covers, 
and with only enough sewing or stitch- 
ing to hold the pages together until 
the volume is fully bound. The term 
is used almost exclusively with refer- 
ence to pamphlets, brochures, and 
books of foreign origin. 

Sewing. In bookbinding, fastening 
sections together one at a time by 
means of a needle and thread, until 
the volume is completed. To be dis- 
tinguished from Stitching. 

Sewing Through the Fold. See Fold 
Sewing. 

Shareholders’ Library. See Propri- 
etary Library. 

Sharpness. The clearness or distinct- 
ness of either an optical or a photo- 
graphic image. [M.] 

Sheaf Catalog. A catalog formed by 
sheets, slips, or cards fastened in a 
binder that permits the insertion of 
new material; used chiefly in English 
libraries. 
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Sheep. Leather made from sheep- 
skin. 

Sheep-bound Set. See Congressional 
Edition. 

Sheepskin. See Sheep. 

Sheet. 1. One of the separate pieces 
of definite size in which paper is 
made. 2. Such a sheet printed so that 
it may be folded to form consecutive 
pages for a book or pamphlet of a 
required size. See also In Sheets. 
3. As used in collation, a separate sheet 
of any size printed to be read un- 
folded, le.y with text or illustration 
imposed as a single page on one side 
or on each side of the paper. [Ca.] 

Sheet Microfilm. A sheet of film on 
which there are many frames of 
microphotographs in a rectangular 
pattern. [M.] 

Shelf. A long, flat, horizontal piece 
of wood or other material, solid or 
fabricated, attached to and supported 
by a wall or two uprights. 

Shelf Back. See Backbone. 

Shelf Capacity. The capacity of a li- 
brary-' for storing books, generally ex- 
pressed by the total number of books 
which can be accommodated on the 
shelves. Also called Book Capacity. 
C/. Stack Capacity. 

Shelf Department. The administra- 
tive unit in charge of the care of books 
on the shelves, and sometimes of other 
work, such as classification, shelf-list- 
ing, and inventory. 


Shelf Height. The distance between 
shelves adopted arbitrarily by a li- 
brary to accommodate books of a cer- 
tain size, as octavos, quartos, folios. 

Shelf Label. A small label to fit on 
an individual shelf. 

Shelf List. A record of the books in 
a library arranged in the order in 
which they stand on the shelves. 

Shelf Mark. 1. In fixed location, a 
letter or number indicating the loca- 
tion of a special shelf. 2. A call num- 
ber (q.u.). 

Shelf Number. The number assigned 
to a shelf in a fixed location system. 

Shelf Reading. See Reading Shelves. 

Shelf Support. The part of a stack 
structure that holds the shelves; di- 
rectly, as in a standard stack, or in- 
directly, as in a bracket stack. 

Shelf Upright, See Stack Column. 

Shelving, 1. Collectively, the shelves 
upon which books and other material 
are stored. 2. The act of placing books 
on library shelves in proper order. 

Shipping Boom, The section of a li- 
brary in which material is received 
and sorted, and material to be sent to 
other libraries, branches, or depart- 
ments is prepared for shipment or 
transfer. Sometimes known as Re- 
ceiving Room, or Receiving and Ship- 
ping Room. 

Short Form Cataloging. The use of 
shortened forms in certain types of 
entries, as, for example, the omission 
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or condensation of certain items of 
information in a title entry. 

Shorts. Books delayed in shipment 
because not in dealer^s stock when or- 
der is received. 

Shoulder. See Flange. 

Shoulder Head. See Shoulder Note. 

Shoulder Note. A note at the upper 
and outer corner of a page. Also called 
Shoulder Head. 

Shutter. An automatic mechanism 
designed to allow light to pass through 
the lens to the sensitized material for 
a definite period of time to make an 
exposure. [M.] 

Shutter Speed. The time of an ex- 
posure. [M.] 

Side. 1. The front or back cover face 
of a bound book. 2. The paper, cloth, 
or other material used on the side of 
a cover. Also called Siding. 

Side Heading. See Sidehead or Side 
Heading. 

Side Stitching. Stitching together 
single leaves or sections near the bind- 
ing edge, with thread or wire, from 
front to back through the entire thick- 
ness of the leaves or sections. Distin- 
guished from Saddle Stitching. Also 
called Flat Sewing and Flat Stitching. 

Side Title. A title impressed on the 
front cover of a bound book. 

Side-wire. In pamphlet binding, to 
side-stitch with wire staples. 


Sidehead or Side Heading. A head- 
ing at the side of printed matter on 
a page, often set in on the same line 
with the beginning of a paragraph. 

Sidenote. See Marginal Note. 

Siding. See Side (2). 

Signature. 1. A distinguishing mark, 
letter or number, or some combina- 
tion of these, placed usually at the 
foot of the first page of each quire of 
a book or pamphlet to indicate its 
order to the folder and the binder. 

The letters J, V, and W are ordi- 
narily omitted, following the general 
practice in manuscripts and early 
printed books of using the Latin al- 
phabet in which I stands for both I 
and J, V for both U and V, and there 
is no W. 

When the quire includes additional 
sheets or a portion of a sheet (Inset) 
these also are signed to indicate how 
they are to be folded and inserted. 
In former times, the signature mark 
(or signature letter) was frequently 
given on several leaves at the begin- 
ning of the quire thus: A, Aii, Aiii, etc. 

2. The printed sheet or sheets so 
marked, whether unfolded, or folded 
and quired. [C.] 

Signature Title. An abbreviated form 
of the title of a book, given on the 
same line as the signature, but toward 
the inner margin of the first leaf of a 
gathering. 

Silking. A process for repairing or 
preserving paper by the application of 
silk chiffon to one or both sides of 
the paper. 

Silvered. Of book edges, treated with 
silver instead of gold. 
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Single-entry Charging System, A 
method of recording book loans in 
which only one record is kept, e.g., a 
book record. Also called One-card 
System. 

Single-perforate Film. Film that has 
perforations or sprocket holes on only 
one edge. [M.] 

Size (Books), The height of the 
binding of a book. If the book is of 
unusual shape, the width also may be 
given. The fold symbol (format) of 
a book is loosely used as an indication 
of its approximate measurement, e.g,, 
f°, 4°, 8", 12^ [C.] ^ee also table in 
appendix. 

Size (Type). See Type Size, 

Size Card. See Cole Size Card. 

Size Letters, A series of abbrevia- 
tions, chiefly single letters, to indicate 
the sizes of books. Adopted for use 
of the A.L.A. in 1878. For example: 
F (folio); Q (quarto). 

Size Notation. The method of indi- 
cating the size of a book, as by fold 
symbol, size letter, or measurement 
in centimeters. 

Size Rule. A rule thirty centimeters 
long on which size letters and corre- 
sponding fold symbols are given at 
proper intervals; used for measuring 
books. 

Skiver. The grain portion of split 
sheepskin. The term is sometimes 
extended to include other binding 
leathers. 

Skiver Label. Paper-thin skiver used 


for a label, as on an old law book or 
a public document. 

Slide Box. See Slipcase. 

Slide Case. See Slipcase. 

Sliding Shelves. Large shelves for 
the storage of folios, so designed that 
they may be pulled out from the book- 
case in order to facilitate handling of 
the books and to preserve bindings. 
Cf. Roller Shelves. 

Slip, (n.) A small strip of paper used 
for making a note or record, usually 
designated as call slip, date slip, etc. 
(u.) To discharge a book, taking book 
card out of the circulation tray and 
putting it back into the book. Syno- 
nym: Card, 

Slip (Printing). See Galley Proof. 

Slip Charging System. A method of 
recording book loans by means of tem- 
porary slips instead of book cards. 
Also called Slip System. 

Slip-in Case. See Slipcase. 

Slip Law. A law in its first printed 
form after its passage in Congress, 

Slip Proof. See Galley Proof. 

Slip System. See Slip Charging Sys- 
tem. 

Slipcase. A box designed to protect 
a book, covering it so that its back 
only is exposed. Also called Slide 
Case, Slip-in Case, Open-back Case, 
and Slide Box. C/. Solander Case. 

Slippage. The slipping that some- 
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times occurs in a continuous printer 
when the film on which the prints are 
being made slides along the film from 
which the printing is being done, or 
vice versa, resulting in a blurred 
print. [M.] 

Slipping Desk. See Circulation Desk. 

Sloping Shelves. The lower shelves 
of a bookcase arranged in a tilted po- 
sition, so that titles of books can be 
read more easily. Also called Tilted 
Shelves. 

Small Capital. A capital letter of ap- 
proximately the same height as a 
lower-case letter of the same type 
size. Frequently abbreviated to s.c., 
or referred to as “small caps.” 

Small Paper Copy or Edition. A 

copy, or an edition, of a book printed 
on paper of smaller size than that 
used for a large paper edition of the 
same work. 

Smooth Calf. Full-calf binding wholly 
without tooling. 

Sobriquet. A fanciful or humorous 
appellation given by others; a nick- 
name. [C.] 

Social Library. A term formerly 
rather loosely used for the whole group 
of proprietary and subscription librar- 
ies, including athenaeums, lyceums, 
young men’s associations, n:iechanics’ 
institutes, mercantile libraries, and 
similar types. 

Society Library. 1. A library estab- 
lished and maintained by an associa- 
tion organized for the purpose, pri- 
marily for the use of members but 


sometimes available to others on pay- 
ment of fees. 2. A library of special- 
ized material organized for the use of 
its members by a society interested in 
a particular subject or field of knowl- 
edge. 

Society Publication. An official or 
other publication issued by, or under 
the auspices of, a society, association, 
or institution. Occasionally called As- 
sociation Publication. 

Soft-ground Etching. 1. A method of 
etching that produces the effect of a 
pencil or crayon drawing by the use 
of a soft wax etching ground covered 
with thin transfer paper, on which the 
drawing is done with a pencil. When 
the paper is removed it retains bits of 
the ground, leaving a flecked line. 2. 
An etching produced by this method. 

Solander Case. A book-shaped box 
for holding a book, pamphlets, or 
other material, named for its inventor, 
D. C. Solander. It may open on side 
or front with hinges, or have two sep- 
arate parts, one fitting over the other. 
Also called Solander, Solander Box, 
and Solander Cover. 

Solid. See Set -solid. 

Sound-recorded Book. See Talking 
Book. 

Source Index. A card index to 
sources of unusual and elusive infor- 
mation, which, in addition to listing 
publications, may refer to individuals 
and organizations. More common in 
special libraries. 

Source Material. Fundamental au- 
thoritative material relating to a sub- 
ject, used in the preparation of a later 
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written work, e,g., original records, 
documents, etc. Also called Original 
Sources and Primary Sources. 

Spanish Americana. All material 
that has been printed about Spanish 
America, printed in Spanish America, 
or written by Spanish Americans, with 
a frequent restriction of period to that 
of the formative stage in its history, 
the final date varying from 1810 to 
1824. [Reprinted from Stillwell, In- 
cunabula and Americana, by permis- 
sion of Columbia University Press.] 

Special Collection. A collection of 
material of a certain form, on a cer- 
tain subject, of a certain period, or 
gathered together for some particular 
reason, in a library which is more or 
less general in character. 

Special Edition. 1. An edition of a 
standard work or the works of a 
standard author, reissued in a new 
form, sometimes’ with introduction, 
notes, appendix, and illustrations, and 
generally having a distinctive name. 
2. An edition that differs from a regu- 
lar edition by some distinctive feature, 
as better paper and binding, or the 
addition of illustrations. 3. An en- 
larged issue of a newspaper, usually 
devoted to a particular subject, as an 
anniversary number. Also called Spe- 
cial Number (q.v.). 4. A library edi- 
tion (q.u.). 

Special Editions Collection. A col- 
lection of attractive editions of the 
best known books for children or 
young people, or of copies of unusual 
books, generally kept in a special glass 
case for restricted use. 

Special Issue. See Special Number. 


Special Library. A service organized 
to make desirable information avail- 
able to a particular organization or 
limited group. Its chief functions are: 

(1) to survey and evaluate current 
publications, research in progress, and 
the activities of individual authorities; 

(2) to organize pertinent written and 
unwritten information; and (3) to as- 
semble from within and without the 
library both publications and data, and 
to disseminate this information, often 
in abstract or memorandum form, 
adapted to the individual’s work. 

Types of special libraries, having 
various policies, methods, and collec- 
tions, are: (1) the special organiza-- 
tion library, serving a corporation, a 
nonprofit organization, governmental 
body, etc., and maintained by the or- 
ganization; (2) the special branch of 
a public library, serving certain oc- 
cupational groups; (3) the special 
subject library, serving students, pro- 
fessional groups, members, or the gen- 
eral public, on a given subject. 

Special Library Edition. See Library 
Edition (2). 

Special Number, A single issue or a 
supplementary section of a serial or 
a newspaper, devoted to a special sub- 
ject, with or without serial number- 
ing; e.g., a number of a periodical 
containing proceedings of a conven- 
tion, or an anniversary number of a 
newspaper. Also called Special Issue 
and, if celebrating an anniversary, 
Anniversary Issue. A special number 
of a newspaper is sometimes called 
Special Edition (q.u.). 

Special Title Page. A title page, usu- 
ally with imprint, special to a single 
part of a larger w^ork, or to a complete 
work issued or reissued as part of a 
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collection, a series, or a serial publi- 
cation. [C.] 

Specific Cross Reference. See Spe- 
cific Reference. 

Specific Entry. Registering a book 
under a heading which expresses its 
special subject as distinguished from 
entering it in a class which includes 
that subject. 

Specific Reference. A reference in a 
catalog to a particular subject head- 
ing or headings, as distinguished from 
a general reference. Also known as 
Specific Cross Reference. 

Specification Slip. See Binding Slip. 

Speckled Calf. See Sprinkled Calf. 

Speed of Film. See Sensitivity. [M.] 

Spherical Aberration. A blurred im- 
age that results when the rays of light 
that pass through the edges of a lens 
do not focus at the same point as the 
rays that pass through the center sec- 
tion of the lens. [M.] 

Spine. That part of the cover or 
binding which conceals the sewed or 
boxmd edge of a book, usually bearing 
the title, and frequently the author. 
Called also Backbone and Backstrip. 
[Ca.] 

Catalogers prefer the term Spine. 

Spiral Binding. A patented form of 
binding in which a row of fine holes is 
drilled through the leaves, trimmed so 
that each leaf is separate, and a con- 
tinuous spiral-twisted wire is drawn 
through the holes. Also known as 
Coil Binding. 


Splicing. The process of cementing 
two pieces of film together. [M.] 

Split Leather, Leather that has been 
divided into two or more thicknesses. 

Spool. A cylinder on which film is 
wound. [M.] 

Spring Back. See Loose Back. 

Sprinkled Calf. Calf given a speckled 
appearance by sprinkling with color- 
ing matter or by an acid treatment. 
Also called Speckled Calf. Cf. Mot- 
tled Calf. 

Sprinkled Edges. Book edges on 
which color has been irregularly 
sprinkled or sprayed. 

Sprocket Holes. See Perforations. 
[M.] 

Spurious Imprint. See Fictitious Im- 
print. 

Square. Width exceeding three- 
fourths of height, as, square octavo. 

Square Bracket. See Bracket. 

Square Corner. A book corner in 
which a piece of the covering material 
is cut out at the corner so that one 
tum-in considerably overlaps the 
other without additional folding. 

Squares. The poilions of the edges 
of a book cover that project beyond 
the paper body of the book. 

Stab-stitch. In bookbinding, to stitch 
with wire or thread, with long stitches, 
near the back fold and through the 
entire bulk. 
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Stack. 1. A permanent self-support- 
ing structure of iron or steel book- 
cases, extending usually for several 
stories, and independent of the walls 
of the building. 2. A series of book- 
cases, usually double-faced, arranged 
in a room or in a section of a library 
for compact storage of the principal 
book collection in the library. By 
some librarians the term Book Room 
is preferred when the bookcases are 
not an independent steel structure. 
3. The room, or the part of a library 
building, containing a steel or iron 
stack. 

Stack Capacity. The extent of space 
or volume in a stack, expressed in 
number of books, square feet of deck 
area, cubic feet of stack, or cubooks. 

Stack Column. The heavy steel 
framework used in stack construction, 
which supports the decks and from 
which shelf supports are suspended. 

Stack End. See Range End. 

Stack Level. See Deck. 

Stack Permit. A card or slip stating 
that a person is allowed access to a 
closed stack. 

Stack Supervision. Direction of all 
work connected with a stack: sup- 
plying books requested, returning 
books to shelves, etc. 

Staff. 1. The group of persons who 
carry on the activities of a library 
under the direction of the librarian 
or chief librarian. 2. Occasionally, the 
group of persons, including the librar- 
ian or chief librarian, who carry on 
the activities of a library. 3. As used 


with a modifying word or words, a 
group of persons who carry on the 
work of a particular department, as 
circulation staff, catalog department 
staff; or work of a particular char- 
acter, as professional staff, clerical 
staff. 

Staff Card. A specially designated 
borrower's card issued to a staff 
member. 

Staff Code. See Staff Manual. 

Staff Instruction Book. See Staff 
Manual. 

Staff Manual. A guidebook for the 
staff of a particular library, consist- 
ing of rules of procedure in the vari- 
ous departments and branches, and 
usually containing samples of forms 
and lists of supplies. Also called Staff 
Code, Staff Practice Code, Staff In- 
struction Book. Cf, Procedure Manual. 

Staff Practice Code. See Staff Manual. 

Staff Room. A room for staff mem- 
bers, as a rest room, a lunch room, 
or a room for staff social and recrea- 
tional purposes. 

Stained Calf. 1. Calf that has been 
stained brown. Caff stained any other 
color is not referred to as stained calf. 
2. Loosely, mottled calf (q.v.). 

Stained Edges. Book edges that have 
been stained with color. 

Stained Label. A colored panel 
printed or painted directly on the 
binding material as a background for 
lettering, and simulating a label of 
leather. 
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Stained Top. The top edge of a book, 
stained a uniform color, as distin- 
guished from sprinkled edge, marbled 
edge, etc. 

Stall. See Carrel. 

Standard Book. A work recognized 
as of permanent value. 

Standard Dot Type. A dot system of 
embossed type for the blind recom- 
mended in the United States in 1913 
but never adopted. It combined fea- 
tures of English braille, American 
braille, and New York point. 

St andarcf English Braille. See Braille: 
Standard Enghsh Braille. 

Standard Size Card. A card 12.5 x 7 
centimeters, now generally used for 
catalog and other records. 

Standard Stack. The type of stack in 
which the ends of the shelves are sup- 
ported directly by the standards (the 
broad upright supports), rather than 
by brackets in cantilever fashion. 

Standard Title. See Uniform title. 

Standing Order (Continuations) . See 
Continuation Order. 

Star Map. See Chart (3). 

Start. 1. A section of leaves that has 
not been properly secured in the back 
of a book and hence projects beyond 
the rest. 2. A break between the sig- 
natures of a book, frequently caused 
by forcing a book open while the 
leaves are held tightly. 

State (Edition). See Issue (Edition, 
etc.). 


State (Engraving) . An impression 
from a relatively complete plate, at 
any stage in the process of perfecting 
or modifying. The impression may or 
may not include the title, or the name 
of the artist or the engraver. The 
finished state is called the ^'publication 
state.’^ An "early impression” is one 
made while the finished plate is still 
comparatively new and unworn. [C.] 

State (Old maps). An impression 
that varies from another impression 
from the same plate because of some 
change in the plate. 

State Document. See State Publica- 
tion. 

State Document Center. A library 
that assumes the responsibility of col- 
lecting, organizing, and preserving as 
complete a file as possible of the pub- 
lic documents of the state in which 
it is located. 

State Library. A library maintained 
by state funds for the use of state 
officials, and sometimes for the use of 
all citizens of the state. 

State Library Commission. See Li- 
brary Commission (1). 

State Library Extension Agency. An 
organization created or authorized by 
a state to promote library service in 
the state by the establishment, organ- 
ization, and supervision of public and, 
sometimes, school libraries, and by the 
lending of books and other material to 
libraries and to communities without 
libraries; e.g,, a library commission, a 
state library. 

State Library Organ izer. See Library 
Organizer. 
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State Manual. A publication issued of papier mache or some other sub- 

by a state, usually annually or bien- stance. Frequently called “stereo.” 

nially, giving an outline of the state 

government, lists of officials, and other Stick. A device for holding together 

information. Sometimes called Legis- the pages of a current issue, or sev- 

lative Manual and Blue Book. eral current issues, of a newspaper, 

for the convenience of readers. Also 
State Publication. Any printed or known as Newspaper File, Newspaper 
processed paper, book, periodical, Rod, and Newspaper Stick, 
pamphlet, or map, originating in, or 

printed with the imprint of, or at the Stipple Engraving. 1. A kind of en- 
expense and by the authority of, any graving that produces light and shade 
office of a state government. Often by means of fine dots and short dashes, 
called State Document. combining methods of etching and en- 

graving. 2. A print made by this 
Station. See Delivery Station; De- method, 
posit Station; Page Station. 

Stippled Edges. The edges of a book 
Stations Division. The section of a that have been spotted irregularly 
branch department that handles books with ink or dye to minimize the show- 
sent to and requests for books from ing of dirt, 
deposit and delivery stations. 

Stitching. In bookbinding, the fasten- 
Statutes at Large. Statutes in their ing together of the leaves by means 
original full form, particularly, pub- of thread or wire, each single passage 
lications containing laws passed dur- of the threaded needle or wire going 
ing a single session of Congress, through the bulk of the volume. (A 
together with other documents, such generic term, including side stitching 
as resolutions, treaties, and presi- and saddle stitching.) To be distin- 
dential proclamations; prior to the law guished from Sewing, 
of 1938, issued after each Congress as 

a consolidation of the session and Stop Bath. An acid bath into which 
pamphlet laws. films are put after development to 

stop further developing. [M.] 

Steel Engraving. An engraving pro- 
duced by using a steel plate instead of Stops. See Diaphragm. [M.] 
a copper plate. 

Story Hour. A period devoted regu- 
Step Printer. A machine for print- larly to the telling or reading of stories 
ing film, in which the printing from to children in the children's depart- 

each frame is made by a separate ex- ment of a public library or in a school 

posure and not by continuous ex- library. Also known as Story Half 
posure. [M.] Hour. 

Stereotype. A plate cast in soft metal Straight-grained Morocco. Morocco 
from a mold of a printing sxirface made in which the natural network grain 
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has been distorted into elongated lines 
or ridges, all running in the same di- 
rection. Cf. Hard-grained Morocco. 

Straight On. See All Along. 

Street Index. A list of borrowers ar- 
ranged according to street addresses. 

Strip Film. Film, usually 35 mm. film, 
in flat strips about ten or twelve inches 
long. [M.] 

Stub. 1. The remaining portion of a 
leaf cut out of a volume. A cancel is 
usually mounted on the stub of the 
canceled leaf. 2. A narrow strip 
sewed in between sections, for at- 
taching folded maps or other material 
of extra bulk. Also known as Com- 
pensation Guard. 

Student Assistant. A student em- 
ployed part time in the library of a 
university, college, or school to per- 
form nontechnical or nonprofessional 
duties under the supervision of the 
professional staff; sometimes working 
volimtarily but usually paid on an 
hourly basis. 

Student’s Card. 1. In a public library, 
a borrower’s card for the use of stu- 
dents, granting special privileges. 2. In 
some public libraries, a borrower’s 
card issued for a limited period to out- 
of-town students attending school or 
college in the town. 

Study. 1. A small room devoted to 
study. 2. A monographic publication 
presenting the results of an individ- 
ual’s research in a particular limited 
field, often issued by a university as a 
number of a serial publication. 


Stylus, Electric. See Electric Stylus. 

Subbranch. A small branch open 
fewer hours than the central library 
and the regular branches and giving 
only partial branch service. 

Subdivision. 1. One of the parts into 
which a main class or a subordinate 
class is divided in a classification 
scheme. 2. One of the immediate 
smaller parts into which a part called 
a division is separated in a classifica- 
tion scheme. 3. A restrictive term 
added to limit a subject heading, c.g.. 
History, or Periodicals; or a term 
added for further limitation. 

Subhead. A second, or a later, part 
of a subject heading, added to divide 
the entries under a subject; also, a 
second part of an author heading for a 
corporate body, as the name of a de- 
partment or bureau following the 
name of a country or state. 

Subject Analytic. An entry in a cat- 
alog under subject of a part of a work 
or of some article contained in a col- 
lection (volume of essays, serial, etc.), 
including a reference to the publica- 
tion which contains the article or work 
entered. Also known as Subject Ana- 
lytic Card, Subject Analytical, and 
Subject Analytical Entry. 

Subject Authority Card. See Au- 
thority Card. 

Subject Authority File. See Author- 
ity List or File. 

Subject Bibliography. A list of ma- 
terial about a given subject, whether 
the subject be a person, place, or 
thing. 
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Subject Card. A catalog card bear- 
ing a subject entry. 

Subject Catalog. A catalog consist- 
ing of subject entries only. 

Subject Cataloging. That phase of 
the process of cataloging which con- 
cerns itself with the subject matter 
of books, hence, includes classifica- 
tion and the determination of sub- 
ject headings. 

Subject Classification. A classifica- 
tion scheme developed by James Duff 
Brown from his Adjustable Classifica- 
tion, in which only one place is as- 
signed to a subject. 

Subject Cross Reference. See Sub- 
ject Reference. 

Subject Departmentalization. The 
administrative division of the books 
in a large public library into several 
distinct units according to subject, as 
Civics and Sociology Department, In- 
dustry and Science Department, etc. 

Subject Entry, An entry in a catalog 
or a bibliography under a heading 
that indicates the subject. 

Subject Focus. See Subject Interest 
or Focus. 

Subject Fulness. See Secondary Ful- 
ness. 

Subject Heading. A word or a group 
of words indicating a subject under 
which all material dealing with the 
same theme is entered in a catalog or 
a bibliography, or is arranged in a file. 

Subject Interest or Focus. The cen- 


ter of the special librarian’s attention 
in subject fields; i.e., the primary field 
of interest of the organization with 
which the library is connected, sub- 
jects logically related to the primary 
field but of secondary importance, 
subjects representing the work of 
departments and divisions of the or- 
ganization, subjects relating to the 
administration of the organization, and 
subjects of common interest to librar- 
ies of the same general type, such as 
museum libraries, bank libraries, etc. 

Subject Interests. Topics that appeal 
to readers, especially to those of the 
same age, sex, occupational, income, 
or cultural group. 

Subject Library. See Special Library. 

Subject Reference. A reference from 
one subject heading to another. Also 
called Subject Cross Reference. 

Subject Series. A number of books, 
ordinarily not reprints, dealing with 
different phases of a single subject or 
with a special field of literature, usu- 
ally by different individual authors, 
uniform in textual and physical char- 
acteristics and published by a single 
publisher. [Reprinted from Haines, 
Living with hooks, by permission of 
Columbia University Press.] 

Subject Style. The use of red ink or 
black capitals in subject headings in a 
card catalog. 

Subprofessional Assistant. A person 
who performs under the supervision 
of professional staff members work 
largely concerned with the higher 
routine processes peculiar to library 
work and requiring some knowledge 
of library procedure. 
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Subscription Book, A book for which 
a definite market is created, before or 
after publication, by soliciting indi- 
vidual orders. 

Subscription Library. A library 
owned or controlled by an association 
composed of persons who acquire 
membership by the payment of an- 
nual dues or subscriptions. 

Subsidiaries. See Reference Matter. 

Substandard Film. Film the width 
of which is less than 35 mm., usually 
16 mm. or 8 mm. [M.] 

Subtitle. The explanatory part of the 
title following the main title; e.g.j The 
creative adult; self-education in the 
art of living, [C.] 

Summer Card. See Vacation Card. 

Summer Reading Club, See Reading 
Club (2) ; Vacation Reading Club. 

Sunday School Library. A collection 
of reading material owned and admin- 
istered by a church school for the use 
of its students and teachers. Formerly, 
a collection of children’s books main- 
tained by a Sunday school. 

Sunk Bands. In binding, cords or 
bands laid in grooves sawed across 
the backs of sections, designed to pre- 
vent ridges and to produce a smooth 
back. Distinguished from Raised 
Bands. Also called Sxmk Cords. 

Sunk Cords. See Sunk Bands. 

“Super.” See Crash (1). 

Supercalendered Paper. Paper given 


a high gloss or polish by the pressure 
of supercalender rolls. 

Superintendent of Documents Classi- 
fication. See Documents Office Classi- 
fication. 

Supervisor. A staff member who di- 
rects the work of a given department 
or of a group of individuals, or who 
coordinates the work of related agen- 
cies doing special types of library 
work, as, supervisor of branches, 
supervisor of children’s work. 

Supplement. 1. A complementary 
part of a book or article, which adds 
information to or continues the origi- 
nal; usually issued separately. 2. An 
extra sheet, section, or number ac- 
companying the 'regular issue of a 
periodical or a newspaper. 

Supplementary Reading. Reading 
matter assigned for pupils to read in 
addition to textbook material. Also 
called Supplemental Reading, Sup- 
plementary Reading Sets, Supple- 
mentary Sets. 

Supplementary Source. See Outside 
Source, 

Supposed Author. An author to 
whom is attributed, by some authori- 
tative source, the authorship of a book 
published anonymously or of doubtful 
authorship. 

Suppressed. Withheld or withdrawn 
from publication or circulation by ac- 
tion of author, publisher, govern- 
mental or ecclesiastical authority, or 
court decision. Of a leaf, canceled 
from a book because of some imper- 
fection or objectionable feature. 
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Surface Paper. See Coated Paper. 

Survey. A scientifically conducted 
study through which data is gathered 
according to a definite schedule, which 
is presented in statistical, tabulated, 
or summarized form. 

Swash Letter. An early italic capital 
having tails and flourishes. Also, any 
letter, though usually a capital, elabo- 
rated with flourishes. 

Swivel Head. A projection head of a 
reading machine arranged to rotate 
around the projection axis so as to 
accommodate film with the image in 
various positions. [M.j 

Syllabic Writing. Writing in which 
each character represents a syllable 
rather than a single sound. 

Syndetic. Having entries connected 
by cross references; said of a catalog. 

Synopsis. An orderly summary of 
the important points of a work, ar- 
ranged for rapid consultation. 

Systematic Catalog. See Classed 
Catalog. 

Tab (Binding). A device for index- 
ing and quick reference; usually a 
small piece of paper, card, or fabric 
attached to the outer edge of a page. 


gether at the back by rings or thongs 
of leather, on which writing was done 
with a stylus. 

Table of Contents. A list of prelim- 
inary sections, chapter titles, and 
other parts of a book, or of articles in 
a periodical, with references to pages 
on which they begin. Also called 
Contents. 

Tablet. A piece of clay, or a thin 
piece of wood or other material cov- 
ered with wax, on which in ancient 
times records were written. 

Tail. 1. The bottom portion of a 
page. 2. By extension, the bottom 
portion of the backbone of a bound 
book. 

Tailband. A former name for a head- 
band at the tail of a book. 

Tailpiece, A small ornamental de- 
sign at the end of a chapter or at the 
bottom of a printed page. 

Talking Book. A book recorded on 
phonograph records, which, because 
of the large amount of material on 
each record, must be played on a 
machine equipped with a slowly re- 
volving turntable. Also known as 
Sound-recorded Book. The talking 
book was devised especially for the 
blind. 


Table. A representation of any sort Talking Book Machine. A machine 
of information, in parallel columns or similar to a phonograph, manufactured 
rows. To be distinguished from text especially for playing talking book 
in tabular form. [C.] records. It is electrically driven or 

spring driven, and is equipped with a 
Table Book. An ancient writing book, slowly revolving turntable, 
consisting of wax-covered tablets of 

wood, ivory, or metal fastened to- Tall Copy. A choice copy with wide 
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margins, printed on large sheets of 
paper little trimmed in binding. The 
term came into use in describing 
copies of early printed books when 
the margins of different copies of an 
edition varied with the size of the 
sheets of paper used. 

Tapes. Pieces of tape, or strips of 
cloth, to which signatures are sewed 
and whose free ends are pasted to the 
boards, or inserted between the split 
boards, of the book covers to lend 
strength to the binding. Cf. Bands 
and Cords. 

Teacher-librarian. A person trained 
to give service both as a teacher and 
as a librarian, whose position requires 
part-time service in each field. 

Teacher’s Card. A special borrower’s 
card for teachers, giving certain ex- 
tended privileges to meet their pro- 
fessional needs. 

Technology Department. 1. The part 
of a library where a collection of 
books and other materials on tech- 
nical subjects is kept for reference, 
study, and reading. Sometimes called 
Technology Division. 2. The admin- 
istrative tinit in charge of a tech- 
nology collection and its use. 

Technology Librarian. 1. A librarian 
in charge of the work of a technology 
department. For a department having 
a staff of two or more the terms Chief 
of Technology Department and Chief 
Technology Librarian are coming into 
use and are to be preferred. Cf. Chief. 
2. A professional assistant in a tech- 
nology department, as senior tech- 
nology librarian. 


Telescope Box. See Double Slipcase. 

Text. 1. The author’s work in a book, 
as distinguished from notes, com- 
mentaries, etc. 2. One of the versions 
of an author’s work which may have 
been published with variations in dif- 
ferent editions. 3. The main body of 
matter on a printed or written page, 
as distinguished from notes, etc. [Def. 
3. By permission; from Webster’s New 
IntematioTwl Dictionary, Second Edi- 
tion, copyright, 1934, 1939, by G. & C. 
Merriam Co.] 4. The type matter of a 
page, as distinguished from the illus- 
trations and margins. 5. The main 
part of a book, as distinguished from 
preliminaries, appendix, index, etc. 
6. A term sometimes applied to black 
letter or Gothic type. 

Text Title. See Caption Title. 

Textbook Edition. An edition pub- 
lished for the use of students. 

Thesis. See Dissertation, Academic. 

"Third” Indention. The distance from 
the left edge of a catalog card at 
which, according to predetermined 
rules, certain parts of the description 
begin or continue; generally as far to 
the right of the second indention as 
the second indention is to the right of 
the first indention. [Ca.] 

Three-color Process. See Process 
Color Printing. 

Three Dots. See Marks of Omission. 

Three-quarter Binding. Binding sim- 
ilar to half binding, except that the 
leather extends further on the sides, 
theoretically to three-quarters of half 
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the width of the sides, and corners are 
proportionately large. 

Three-quarter Leather. See Three- 
quarter Binding. 

Throw. Sec Projection Distance, [M.] 

Throwout. A leaf bearing a map, 
table, diagram, or similar material, 
mounted at the end of a volume on a 
guard the full size of the leaf, so that 
the leaf, when opened out, may be 
consulted easily as the book is read. 

Thumb Index. A group of rounded 
notches cut out along the fore edge 
of a book, with or without tabs set in, 
on which are printed or stamped let- 
ters, words, or other characters show- 
ing the arrangement. Also called Cut- 
in Index and Gouge Index. 

Tickler System. A method of record- 
ing or filing notes or material which 
should be followed up at a definite 
future date, such as unfilled requests, 
or forthcoming publications. 

Tier. A vertical series of shelves be- 
tween two shelf supports, commonly 
seven in number: one section of a 
press. Also called Section. 

Ties. Cords, ribbons, or narrow strips 
of leather, attached to the edges of 
book covers or cases, designed to hold 
the front and back covers together. 

Tight Back. The back of a book in 
which the covering material has been 
glued to the back. Confined mostly to 
leather-backed books. 

Tight Joint. See Closed Joint 


Tilted Shelves. See Sloping Shelves. 

Tilted-tab Guide. See Angle-top or 
Angle-tab Guide. 

Time Number. See Biscoe Time 
Number; Merrill Book Number. 

Time Record. A record of books 
charged that shows what books are 
due on a given day. 

Time Stamp. A device, often an elec- 
trical device, for indicating time on 
various records. 

Tip In. To paste a leaf, or leaves, 
on a printed sheet or into a bound 
book, without guards. 

Tip-on. A leaf that has been tipped 
in on another leaf. 

Title. 1, In the broad sense, the dis- 
tinguishing name of any written pro- 
duction as given on the title page, 
including the name of the author, 
editor, translator, the edition, etc., but 
excluding the imprint. 2. In the nar- 
row sense, the title does not include 
the name of the author, editor, etc. 
[C.] 

Title-a-line. Having entries that oc- 
cupy only a single line of type. Also 
known as One-line. 

Title Analytic. An entry in a catalog 
under title for a part of a work or of 
some article contained in a collection 
(volume of essays, serial, etc.) includ- 
ing a reference to the publication 
which contains the article or work en- 
tered, Also known as Title Analytical 
Card, Title Analytical, and Title An- 
alytical Entry. 
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Title Caption. See Incipit. 

Title Card. A catalog card bearing an 
added entry under title. 

Title Catalog. A catalog consisting of 
title entries only. 

Title Edition. An edition distin- 
guished from another edition of the 
same book only by a change on the 
title page, usually a change of date. 

Title Entry. The record of a work 
in a catalog or a bibliography under 
the title, generally beginning with the 
first word not an article. In a card 
catalog a title entry may be a main 
entry or an added entry. [Ca.] 

Title Indention. See “Second” In- 
dention. 

Title Leaf. See Title Page. 

Title Letter. See Work Mark. 

Title Mark. See Work Mark. 

Title Page. A page at the beginning* 
of a book or work, bearing its full title 
and usually, though not necessarily, 
the author’s (editor’s, etc.) name and 
the imprint. The leaf bearing the title 
page is commonly called the “title 
page” although properly called also 
the “title leaf.” [C.] 

Title Page Date. The imprint date. 

Title Reference. A reference in a 
catalog from a title, as from a title of a 
classic to author entries for the work. 


♦ In the case of works in Oriental languages, 
the title page and the beginning of the text 
are normally at the back of the volume. 


Title Sheet. The first signature of a 
book, containing title page, dedica- 
tion, and other preliminary matter. 
Also called Title Signature. 

Title Signature. See Title Sheet. 

Title .Vignette. See Vignette (2). 

Tome. A volume; a book; particu- 
larly, a heavy volume. 

Tooling. 1. Impressing an orna- 
mental design on a book cover by 
means of heated “tools” (dies). Also 
known as Hand Tooling. 2. The effect 
thus produced. 

Top Edge Gilt. See Gilt Top. 

Topographic Map. A map that shows 
physical and cultural features of an 
area. 

Township Library. A free public li- 
brary maintained by a township. 

Tracing. In a card catalog, the record 
on the main entry card of all the addi- 
tional headings under which the work 
is represented in the catalog. Also, 
the record on a main entry card or on 
an authority card of all the related 
references made. The tracing may be 
on the face or on the back of the card, 
or on an accompanying card. [Ca.] 

Tract. 1. A pamphlet made from a 
single sheet imposed in pages. 2. A 
pamphlet containing a short discourse, 
particularly one on a religious or 
a political topic, issued to serve as 
propaganda. 

Trade Bibliography. 1. A list of books 
in print or for sale, compiled by a pub- 
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lisher, a bookseller, or a group of such 
agencies, 2. Collectively, the mass of 
such bibliographies. 

Trade Binding. The binding on a 
trade edition. 

Trade Book. A book published for 
sale to the general public through the 
bookselling trade, as distinguished 
from a textbook, a subscription book, 
or a book meant for a limited public 
because of its high price, technical 
nature, or specialized appeal. 

Trade Catalog. 1. A book or pam-* 
phlet issued by a manufacturer or a 
dealer, or by a group of manufac- 
turers, illustrating and describing 
their products or goods and some- 
times including, or accompanied by, 
a price list. 2, A trade bibliography. 
Also called Trade List. 

Trade Edition. The edition of a book 
regularly printed and supplied by the 
publisher to booksellers, as distin- 
guished from a textbook edition or a 
limited edition of the same book. 

Trade Journal or Paper. A periodical 
devoted to the interests of a trade or 
industry and its allied fields. 

Trade List. See Trade Catalog (2). 

Trade Literature. Catalogs and other 
advertising or promotional material 
distributed by business firms, usually 
free of charge. 

Trade Paper. See Trade Journal or 
Paper. 

Trade Series. See Publisher's Series. 


Trailer Strip. A piece of blank film 
attached to the hub end of a reel to 
protect the last frames and to facilitate 
threading the film on the spool. [M.] 

Trained Assistant. An assistant who 
has received professional education in 
a library school. 

Training Class. A program of sys- 
tematic training for library service 
which emphasizes practical work and 
is conducted by a library primarily- 
for members of its own staff. Distin- 
guished from apprentice class by its 
more formal and extensive instruction. 

Transactions. 1. The published papers 
and abstracts of papers presented at a 
meeting of a learned society. 2. Pro- 
ceedings (q.v.). 

A general distinction sometimes 
made between Transactions and Pro- 
ceedings is that Transactions are the 
papers and addresses and Proceedings 
are the record of the meeting. 

Transcript. A copy, usually written 
or typewritten, made from an original; 
particularly, a copy of a legal docu- 
ment. 

Transfer. Changing the registration 
of a borrower from one agency of a 
library system to another; especially, 
from a children's department to an 
intermediate department or to the 
general library. 

Translator. One who renders from 
one language into another, or from an 
older form of a language into the 
modem form, more or less closely 
following the original. [C,] 

Transliteration. A representation of 
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the characters of one alphabet by 
those of another. [C.] 

Translucent Screen. A light-diffus- 
ing material on which a projected 
image is viewed by transmitted light, 
[M.] 

Transmitted Light. Light that has 
passed through a transparent or a 
translucent material. [M.] 

Traveling Card. A duplicate main 
entry catalog card recording holdings 
for a serial, filed in an official serial 
catalog or some other official file until 
additions to the record are made, 
when it replaces the corresponding 
card in a public catalog until the next 
addition. 

Traveling Library. A small collec- 
tion of selected books sent by a cen- 
tral library agency for the use of a 
branch, group, or community during a 
limited period. 

Traveling Library Department. The 
administrative unit of a library or 
library commission that selects and 
distributes traveling libraries. 

Traveling Men^s Library. One of a 
group of subscription libraries at one 
time placed in hotels for the use of 
traveling men, who could borrow 
books at one hotel and exchange them 
at another hotel participating in the 
plan. Obsolete. 

Tray, Book. See Book Tray. 

Tray, Card. See Card Tray. 

Treasure Room. A room, or part of 
a reading room or a stack, where rare 


and particularly valuable material is 
housed. Also known as Rare Book 
Room. 

Tree Calf. Calf that has been treated 
so as to produce a design resembling 
the trunk and branches of a tree. 

Trial Proof. See Proof (2), 

Trim. To cut the edge of a leaf, or a 
group of leaves, of a book. 

Trimmed Edges. Book edges that 
have been cut to make them smooth. 

Trimmed Flush. See Cut Flush. 

Triple-entry Charging System. A 
method of recording book loans in 
which three records are kept: a time 
record, a book record, and a bor- 
rowers’ record. 

Triptych. An ancient hinged writing 
tablet consisting of three tables of 
wood, metal, or ivory, covered with 
wax on the inside surfaces, on which 
writing was done with a stylus. 

Truck. See Book Truck; Inventory 
Truck. 

Trustees, Board of. See Board of 
Trustees. 

Turkey Morocco. Originally, a mo- 
rocco derived from goatskins that 
came from Turkey. Now widely imi- 
tated by the use of goatskin finished 
with a fine hard grain or a bold cross 
grain. 

Turn-in. The portion of a book cover 
formed by folding in the overlapping 
material on the three edges. 
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Twelvemo. See Duodecimo. 

Two Along. In bookbinding, a method 
of sewing on bands, tapes, or cords 
that treats two adjoining sections as a 
single xinit, a method generally used 
for thick volumes composed of thin 
sections, to avoid making the bound 
volume too thick at the back. Also 
known as Two On and Two Sheets On, 

Two-card System. 1. A charging plan 
based on the issue of two borrower’s 
cards to a patron, one of them for the 
charging of restricted material. 2. A 
double-entry charging system ((J.u.). 

Two On. See Two along. 

Two Sheets On. See Two along. 

Two-way Paging. The system of page 
numbering used for a book with texts 
in two languages, one of which reads 
from left to right (English, etc.) and 
the other from right to left (Arabic, 
Hebrew, etc.), when the texts are in 
two distinct sections with page se- 
quence from opposite ends to the 
center of the book. [Ca.], 

Type. 1. A rectangular block, usu- 
ally of metal or wood, having its face 
so shaped as to produce, in printing, 
a letter, figure, or other character. 
2. Such blocks, or the letters or char- 
acters impressed, collectively. [By 
permission; from Webster’s New In-’ 
ternational Dictionary, Second Edi- 
tion, copyright, 1934, 1939, by G. & C. 
Merriam Co.] 

Type I Library School. A school for 
education in librarianship accredited 
by the Board of Education for Li- 
brarianship of the American Library 


Association, which is part of a degree- 
conferring institution, requires at least 
a bachelor’s degree for admission to 
the first full academic year of library 
science, and/or gives advanced pro- 
fessional training beyond the first year. 

Type n Library School. A school for 
education in librarianship accredited 
by the Board of Education for Li- 
brarianship of the American Library 
Association, which is part of a degree- 
conferring institution, requires for ad- 
mission four years of appropriate col- 
lege work, and gives only the first full 
academic year of library science. 

Type in Library School. A school 
for education in librarianship ac- 
credited by the Board of Education of 
the American Library Association, 
which is part of a degree-conferring 
institution, or of a library or other 
institution approved by the Board for 
giving professional instruction, does 
not require four years of college work 
for admission, and gives only the first 
full academic year of library science. 

Type Face. 1. The printing surface 
on the upper end of type that bears 
the letter or character to be printed. 
2. The character, or the style of the 
character, on a type. 

Type-facsimile. A reprint (properly 
a page-for-page and line-for-line re- 
print) in which the type and general 
appearance of the original are imi- 
tated as closely as possible. [C.] 

Type Ornament, See Floret (1). 

Type Page. The printed portion of a 
page. 
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Type Size, The measure of the di- 
mensions of type, taken from the body 
rather than from the face. Formerly 
designated by name, now more com- 
monly, by points. See also table in 
appendix. 

Typescript, A copy of a work in 
typewritten form, as distinguished 
from one in printed or handwritten 
form. 

Ultra-violet Light. Light that has 
a wave length shorter than that of 
visible violet light. [M.] 

Unauthorized Edition. An edition 
issued without the consent of the au- 
thor or the representative to whom 
he may have delegated his rights and 
privileges. 

Unbound. Without leaves or sig- 
natures fastened together, as a peri- 
odical volume ready for binding or 
not yet complete. 

Uncial. A large rounded letter in 
early writing, a modification of the 
capital. 

Uncut. The edges of the book not 
cut smooth by the binder’s machine. 
[C.] 

Unexpurgated Edition. See Expur- 
gated Edition. 

Unfinished Book. A book of which 
a part was published but the rest was 
never completed or published. 

Uniform Title. The distinctive title 
by which a work which has appeared 
under varying titles and in various 


versions is most generally known. 
Also called Conventional Title. [Ca.] 

Union Catalog. 1, An author or a 
subject catalog of all the books, or a 
selection of books, in a group of librar- 
ies, covering books in all fields, or 
limited by subject or type of material; 
generally established by cooperative 
effort. Also called Repertory Catalog 
and, sometimes, if on cards, Card 
Repertory. 2. A Library of Congress 
depository catalog combined with 
cards issued by other libraries, includ- 
ing sometimes cards prepared by the 
library having the depository catalog. 
Sometimes called Union Depository 
Catalog. 3. A central catalog (q.'W.) . 

Union Depository Catalog. See Un- 
ion Catalog (2). 

Union Finding List. See Union List; 
Finding List. 

Union List. A complete record of the 
holdings for a given group of libraries 
of material of a given type, in a cer- 
tain field, or on a particular subject. 
Sometimes known as Union Finding 
List. 

Union Shelf List. See Central Shelf 
List (2). 

Union Trade Catalog. See Consoli- 
dated or Union Trade Catalog. 

Unit Card. A basic catalog card, in 
the form of a main entry, which when 
duplicated may be used as a unit for 
all other entries for that work in the 
catalog by the addition of the appro- 
priate heading. Library of Congress 
printed cards are the most commonly 
used unit cards. [C.l 
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Universal Decimal Classification. See 
Classification Decimale Universelle. 

University Library, 1, A library, or 
a system of libraries, established and 
maintained by a university to meet 
the needs of its students and faculty. 
2. The central library of such a system. 

Unopened. The folded edges of an 
uncut hook not divided by hand for 
reading. Such a book might be 
‘‘opened” but still be “uncut” [C.] 

Unpaged. Numbering omitted from 
pages. 

Unrecorded Book. A book found to 
exist though nowhere recorded, as a 
nc*wly discovered book, a book merely 
surmised to exist, or one considered 
lost. 

Untouched. Not rubricated or il- 
luminated. 

Untrimmed. The folded edges (bolts) 
of the book uncut, and the uneven 
edges of the projecting leaves not 
pruned square by the cutting machine, 
(C.] 

Upper-case Letters. Capital letters 
of a font, so called from their posi- 
tion in an old-style case for type. 

Upright Stroke. See Line Division 
Mark. 

V Slip. A formerly used small slip, 
5 X 7.5 centimeters. 

Vacation Card. A special horroweFs 
card issued for a vacation period, al- 
lowing extended privileges. Some- 


times called Summer Card or Summer 
Loan Card. 

Vacation Charge, The loan record of 
a book on which an extended circula- 
tion period has been allowed during 
vacation. 

Vacation Club. See Vacation Read- 
ing Club. 

Vacation Reading Club. A group of 
readers organized by a library to fol- 
low a more or less fiej^ible program 
of recreational reading during the 
summer. Also called Summer Read- 
ing Club and Vacation Club. 

Variant. See Issue (Edition, etc.). 

Variant Copy. See Issue (Edition, 
etc.). 

Variorum Edition or Variorum, 1. An 
edition that contains notes of several 
editors and commentators. From the 
Latin Cum notis vaHorum, 2. An edi- 
tion of a publication containing vari- 
ant readings, or versions, of the text. 
[Def. 2. By permission: from Web- 
steFs New International Dictionary, 
Second Edition, copyright, 1934, 1939, 
by G. & C. Merriam Co.] 

Vellum. 1. A thin sheet of specially 
prepared calfskin, lambskin, kidskin, 
or pigskin. 2. Originally, a thin calf 
gut or lamb gut, specially prepared 
for use as parchment, for writing or 
for bookbinding. 

Vellum Finish. The natural, smooth, 
unembossed finish of book cloth. 

Version. 1. A translation; often used 
for a translation of the Bible. 2. One 
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of the forms in which a legend, ro- 
mance, fairy tale, etc., is presented. 

Verso. The left-hand page in an open 
book, usually bearing the even page 
number. Also, the back of a separate 
printed sheet. Formerly called “folio 
verso.” Cf, Recto. [C.] 

Vertical File. 1. A case of drawers in 
which material may be filed vertically. 
2. A collection of pamphlets, clip- 
pings, and similar material arranged 
for ready reference upright in a 
drawer, box, or suitable case. 

Viewer. See Hand Viewer, [M.] 

Vignette. 1. In manuscripts, an orna- 
mental design of vine tendrils deco- 
rating an initial. 2. An engraving, or 
other picture, without a definite bor- 
der and with its edges shading off 
gradually. Loosely, any ornamental 
design before a title page, on a title 
page, or at the beginning or the end 
of a chapter. A vignette on a title 
page is called a Title Vignette. 

Viscose Film. Film that is rendered 
photosensitive by impregnation with 
a light-sensitive dye. [M.j 

Visible Cloth Joint. A cloth book 
joint so made that the cloth can be 
seen in the finished book. 

Visible File. See Visible Index (1). 

Visible Index. 1. A series of metal 
frames or panels for holding card 
records so that a group of cards can 
be seen at one time. Also called Vis- 
ible File. 2. A record kept in such a 
device, as a Bst of serials, with or 
without holdings. 


Visitor’s Card. A temporary bor- 
rower’s card issued to a transient 
borrower. 

Visual Aids. See Audio-visual Ma- 
terials. 

Vocal Score. See Piano-vocal Score. 

Volume. 1., In the bibliographical 
sense, a book distinguished from other 
books or from other major divisions 
of the same work by having its own 
inclusive* title page, half title, cover 
title, or portfolio title, and usually 
independent pagination, foliation, or 
register. This major bibliographical 
unit may have been designated “part” 
by the publisher, or it may include 
various title pages or paginations. . . . 
2. In the material sense, all that is 
contained in one binding, or portfolio, 
etc., whether it be as originally issued 
or as boxmd** after issue. The volume 
as a material unit may not coincide 
with the volume as a bibliographical 
unit. When a physical unit designated 
“part” by the publisher is too large or 
too extensive to be bound with one or 
more others, it is called a volume in 
collation, but in contents and notes the 
publisher’s designation is followed. 
[Ca.] 3. For library statistical pur- 
poses, any printed, typewritten, mime- 
ographed, or processed work, bound 
or unbound, which has been cataloged 
and fully prepared for use. In con- 


♦ In cataloging, the most general title page or 
half title, or the cover title, is the determining 
factor in deciding what constitutes the vol- 
ume; e.p., a reissue in one binding, of a work 
previously issued in two or more volumes, is 
considered one bibliographical volume. 

♦♦ Such a composite volume boxmd by or for 
the individual owner may contain either two 
or more bibliographical volumes of the same 
work, or two or more works published inde- 
pendently. 
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nection with circulation, the term vol- 
ume applies to a pamphlet or a 
periodical as well as to a book. 

Volume Number, 1. A number as- 
signed to a volume of a serial, a set, 
or a series. 2. A number added to a 
book number to distinguish one vol- 
ume from another volume of the same 
work. 

Volume or Part Signature, The num- 
ber of the volume, or a letter indi- 
cating its sequence (as “a,” ^^b,” etc.) 
given on the same line as the signa- 
ture, but toward the inner margin of 
the first leaf of a gathering. 

Voluntary Reading, See Free Read- 
ing. 

Waiting List. 1, A want list (q.v.). 
2. A list of patrons who are to be noti- 
fied when a certain book is available. 

Waiting List Books. 1. Books listed 
in a want list. 2. Books which the li- 
brary has been requested to hold for 
patrons when the books are available. 

Wall Shelving. Bookcases placed 
against a wall. 

WaHet Edge. The edge of a limp- 
leather binding in which the back 
cover is extended to overlap the front 
edge of the volume, terminating in a 
tongue to be inserted through slots in 
the front cover when the book is 
closed. 

Want File. See Want List (1). 

Want List. 1. A file recording books 
and other material which are to be 
purchased when funds are available, 


prices have been reduced, or publi- 
cations are available. Also known as 
Waiting List, Want File, Possible Pur- 
chase File, Desiderata. 2. A list of 
books or other material that a library 
wishes to acquire by exchange. 

War Service Library. One of the 
libraries sponsored by the American 
Library Association imder the direc- 
tion of the War Service Library Com- 
mittee, for the use of the American 
armed forces during the first world 
war. 

Wash Bath. A water bath used in 
development to wash off the developer 
before the film goes into the fixing 
bath, or a water bath in which the 
film is washed after it leaves the fix- 
ing bath to remove the hypo in the 
film, [M,] 

Wash Drawing. In book illustration, 
often a black and white drawing done 
with a brush. 

Waste Papers. The halves of the fly 
leaf* sheets which in some types of 
binding are cut away, or pasted down, 
one over the other, on the inner face 
of the cover before the board paper 
is fastened to it. [C.] 

Watermark. Semitransparent letters, 
figures, or an emblem, seen in paper 
when it is held to the light; produced 
in the process of manufacture. Some- 
times called Papermark. 

Weeding. The practice of discarding 
or transferring to storage superfluous 
copies, rarely used books, and mate- 
rial no longer of use. 


♦Definition 1. 
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Weekly. A periodical issued once a 
week. 

Whipstitching. See Overcasting. 

White Line. A method of wood en- 
graving in which engraved lines ap- 
pear in the print as white against a 
black background, indicating tones 
and colors. 

White Paper. A popular name de- 
rived from its white cover for: 1. A 
document issued daily to members of 
the British Parliament, containing the 
parts of the Blue Paper of the pre- 
ceding day that relate to the business 
of the day. 2. A document issued by 
the British government stating its 
policy or proposals regarding a sub- 
ject.- 

Whole Binding. See Full Binding. 

Whole Number. The number as- 
signed by a publisher to an issue of 
a periodical or other serial coxmting 
from beginning of the publication, in 
distinction from numbers assigned for 
volume and number or for series and 
volume. 

Who’s Who File. See Biography or 
Who’s Who File. 

Wire Binding. Any form of binding 
in which the leaves are held together 
by wire. Formerly restricted to wire- 
stitched pamphlets; now applied to 
various forms of spiral or coil bind- 
ing. 

Wire Line. One of the close parallel 
lines that appear in handmade paper 
when it is held to the light; produced 
in the process of manufacture. 


Wire Stitching. Stitching a pamphlet 
or a magazine with wire staples, either 
side-fashion (side stitching) or sad- 
dle-fashion (saddle stitching). 

Withdrawal. The process of remov- 
ing from library records all entries 
for a book no longer in the library. 

Withdrawal Record. A record of all 
books ofiBcially removed from a li- 
brary collection. 

Wood Block. 1. A block of wood on 
which a design for printing has been 
cut in relief. 2. A print from such a 
design. 

Wood Engraving. 1. The process of 
engraving a design in relief on hard 
wood, generally boxwood, cut across 
the grain, with a graver or burin, and 
printing impressions from it. The 
work may be done so as to produce 
black lines, or white lines for the 
rendering of color, or both black and 
white lines. 2. A print made in this 
way. 

Wood Pulp. A pulp made from wood, 
used in the manufacture of newsprint 
and cheap book paper, 

Wood-pull> Magazine. See Pulp Mag- 
azine. 

Woodcut. 1. A method of cutting a 
design in relief on a wood block along 
the grain with knives and gouges (not 
with a btirin or graver as in wood, 
engraving), and printing impressions 
from it, the parts left standing print- 
ing black and the parts cut away ap- 
pearing as white in the print. 2. A 
print from a wood block cut in this 
way. 
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Word-by-word Alphabetizing or Al- 
phabeting. Arranging alphabetically, 
with words rather than letters as 
units. 

Work Manual. See Procedure Man- 
ual. 

Work Mark. The part of a book 
number that distinguishes one title 
from other titles by the same author 
when the books have the same class 
number. Sometimes called Title Mark 
or Title Letter. 

Work Room. A room in which any 
of the technical and manual processes 
are carried on. 

Work Slip. See Process Slip. 

Work Space (Stack). That part of a 
stack allotted to assistants for routine 
work, including necessary space for 
card cabinets, book trucks, etc. It is 
an element included in calculation of 
floor areas and cubic feet of stack. 

Worm-bore. A hole or a series of 
holes through a book, made by a 
bookworm. A book in this condition 
is said to be ‘‘wormed.” 

Wove Paper, Paper without wire 
marks. Distinguished from Laid Pa- 
per, 

Wrap-case. A threefold wrap- 
around protective case for precious 
books, usually provided with guards 
for the top and bottom edges. 

Wrapper. 1. An original paper bind- 
ing. 2. A book jacket (Q.^^). 


Wrong Font. In proofreading, a type 
of wrong size or face appearing im- 
properly in matter composed from 
type of another font. 

Xylographic Book. See Block Book. 

Yapp. See Divinity Circuit. 

Yearbook. 1. An annual volume of 
current information in descriptive 
and/or statistical form, sometimes 
limited to a special field. 2. One of 
a series of annual reports of cases 
judged in early English law courts. 

Yellowback. A popular, cheap novel; 
— ^so called from the former practice, 
especially in England, of binding such 
books in yellow board or paper cov- 
ers. [By permission; from Webster’s 
New International Dictionary, Second 
Edition, copyright, 1934, 1939, by G. & 
C. Merriam Co.] 

Young People’s Department. A sec- 
tion of a library for the use of older 
boys and girls and young adults. 
Sometimes called Intermediate De- 
partment, 

Zinc Etching. 1. A photomechanical 
process of producing a line engraving 
through the medium of a metal plate, 
usually of zinc, etched in relief by 
acid. 2. An engraving thus produced. 
Also called Line Etching, Zihcograph, 
and Zinco. 

Zinco. See Zinc Etching (2). 
Zincograph, See Zinc Etching (2). 
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SIZES 





SIZE APPROXIMATE SIZE 

OUTSIDE HEIGHT 

rOlJD SYMBOL 

NAME 

LETTER 

INT INCHES 

IN CENTIMETERS 

64 mo. or 64® 

Sexagesimo-quarto 

Sf 

2 by 3 

to 7.5 

48 mo. or 48® 

Quadragesimo-octavo 

Fe 

2% by 4 

7.5 to 10 

32 mo. or 32® 

Tricesimo -sectmdo 

Tt 

3^&by 5^ 

10 to 12.5 

18 mo. or 18° 

Octodecimo 

T • 

4 by 6% 

12.5 to 15 

16 mo. or 16® 

Sextodecimo 

s 

4 by 6% 

15 to 17.5 

12 mo. or 12® 

Duodecimo 

D 

5 by 7% 

17.5 to 20 

12 mo. (large) 

Duodecimo 


5% by 7% 


8 VO. or 8® 

Crown Octavo 

O 

5% by 8 

20 to 25 

8 VO. or 8® 

Octavo 


6 by 9 


8 VO. or 8® 

Meditxm Octavo 


6% by m 


8 VO. or 8® 

Royal Octavo 


6% by 10 


8 VO. or 8® 

Super Octavo 


7 by 11 


8 VO. or 8® 

Imperial Octavo 

Q 

SVibyim 


4 to. or 4® 

Quarto 

F 

9^ by 12 

25 to 30 

fo. or f ® 

Folio 


12 by 19 

from 30 


centimeters 


Book sizes in French are designated in the following manner: in-folio (in-foL); 
in-quarto (m-4® or m-4); in-octavo (in-S® or in-8), etc. 
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EXAMPLES OP 





FORMER NAME 

TYPE PACn 

5 point 

em quad 

■ 

Pearl 

in Old Style 

6 point 

u 

■ 

Nonpareil 

in Old Style 

7 point 

(( 

■ 

Minton 

in Old Style 

8 point 

it 

■ 

Brevier 

in Old Style 

9 point 

ti 

■ 

Bourgeois 

in Old Style 

10 point 

it 

■ 

Long Primer 

in Old Style 

11 point 

ti 

■ 

Small Pica 

in Old Style 

12 point 

it 

■ 

Pica 

in Old Style 

14 point 

it 

■ 

English 

in Old Style 

18 point 

ti 

■ 

Great Primer 

in Old Style 
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A SELECT LIST OP ABBREVIATIONS 


Based on those encountered by readers who examined 
library literature in search of terms for the glossary^ 


a. 

A. 

a.l. 

A.L.A. 

a.Ls. 

Abdr. 

abr. 

Abt., Abth. 
add. 
adm. 
all pub, 
an., anal. 

Anm, 

ann.* 

anon. 

annot. 

ap., app.*, appx., apx. 
arr, 

as., asst. 

Aufi. 

aug.*, augm.* 

Ausg. 
auth. 
auth. an. 


annee (year), aus (from). 

Aufiage (edition), Ausgabe (edition), 
autographed letter. 

American Library Association, 
autographed letter signed. 

Abdruck, -driicke (copy, impression), 
abridged, abridgment. 

Abteilung, Abtheilung (section, part). 

additional. 

administration. 

all that has been published. 

analytic, analytical. 

Anmerktang (note, annotation) . 
annals. 

anonym, anonymous, 
annotated, annotator, 
appended, appendix, 
arranged, arrangement, 
assistant. 

Aufiage (edition), 
augmented. 

Ausgabe (edition), 
author. 

author analytic. 


b. 

B. 

bd.* 

Bd(e). 

bearb.*, Bearb. 

Beil. 

bi~m. 


born. 

Band (volume), Buch (book), Beitrag (con- 
tribution) . 
bound. 

Band (Bande) (volume), 
bearbeitet (edited), Bearbeiter (editor). 
Beilage (addition, enclosure, supplement), 
bimonthly. 


* The same abbreviation may be used for the corresponding word in another language when the 
abbreviation commonly used in that language has the same spelling, c.g., augm. for augment^e. 
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bi-w. 

bib., bibl., bibliog. 

bio-bibL 

biog. 

bk. 

br. 

bill., bull, 
c. 

C.B.I. 

ca. 

cat., catlg,, catal. 

cd. 

cf. 

ch. 

chap. 

chron. 

cl. , do. 

cm. 
cmd. 
col. 

comp.* 

Cong. 

cont. 


cop. 

cor.*, corr. 
cr. (fob, 4° or 4to, 8“ 
eye. 

d. 

D., D" 

D.C. 

D. D.C. 
dept, 
diagr. 
diss. 
doc. 
dmy. 

dup., dupl. 

E. C. 

e. g. 
ea. 


biweekly. 

bibliography. 

biobibliography. 

biography. 

book. 

branch. 

bulletin. 

circa (about), copyright, command paper. 
Cumulative Book Index, 
circa (about). 

catalog, cataloger, cataloging. 

command paper. 

confer (compare). 

chapter, children. 

chapter. 

chronological. 

cloth. 

centimeter, 
command paper, 
collector, colored, column, 
compiled, compiler, complete. 

Congress. 

containing, contents, continued, contemporary 
(e.g., cont. bdg. — for contemporary bind- 

ing). 

copy. 

corrected. 

orSvo, etc.), crown (folio, quarto, octavo, etc.), 
cyclopedia. 

died, 

duodecimo (twelvemo, from 11 V 2 to 20 centi- 
meters) . 

Decimal Classification, Dewey Classification. 

Dewey Decimal Classification. 

department. 

diagram. 

dissertation. 

document. 

demy. 

duplicate. 

Expansive Classification, 
exempli gratia (for example), 
each. 
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ed.*, edit 

edited, edition, editor. 

Einl., Einleitg., Einltg. 

Einleitxing (Introduction). 

encyc. 

encyclopedia. 

eng., engr. 

engraved, engraver, engraving. 

enl. (ed.) 

enlarged (edition). 

engr. t-p. 

engraved title page. 

erg., Erg. 

erganzt (supplemented), Ergmzungsheft 
(supplement) . 

f.' 

folio (sheet). 

F., F^ 

Folio (30 centimeters and over). 

f.n. 

footnote. 

fac., facsim. 

facsimile. 

fasc. 

fascicle. 

Fe. 

quadragesimo-octavo (from 7% to 10 centi- 
meters) . 

ff. 

folios (leaves), following. 

fict 

fiction. 

fig. 

figure. 

fl. 

flourished. 

fo., foL, for. 

folio. 

fold. 

folded, folding. 

fold. pi. 

folded (folding) plate. 

front. 

frontispiece. 

g. 

gilt 

g.e. 

gilt edge. 

g.t. 

gilt top. 

g.t.e. 

gilt top edge. 

G.RO. 

Government Printing Office. 

ges., gesam. 

gesammelt (collected). 

Govt, print, off. 

Government printing office. 

gr. 

great. 

gt. 

great. 

H.M.S.O. 

His (Her) Majesty’s Stationery office. 

H.M.Stationery off. 

His (Her) Majesty’s Stationery office. 

hb. 

half-bound. 

hds., hdschr. 

hahdschrift (manuscript). 

hf.cf., hf.cL, hf.lea., hf.mor. 

half calf, half cloth, half leather, half moroccc 

hft* 

heft (number, part, stitched book) . 

hrsg., Hrsg. 

herausgegeben (edited), Herausgeber 
(editor). 

hsgb., Hsgbr. 

herausgegeben (edited), Herausgeber 
(editor) . 
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ie. 

id est (that is) . 

il., mus. 

illustrated, illustration, illustrator. 

ilium. 

illuminated. 

imp. 

imperfect, imported, improved. 

impr.* 

in-(in“f., in-fol., in-4, in-4®, 

imprimerie (printing establishment). 

in-8., m-8®.) 

in-folio, in-quarto, in-octavo. 

inaug-diss. 

inaugural-dissertation. 

inc. 

incomplete. 

incl. 

included, including, inclusive. 

incompL 

incomplete. 

incr. 

increased. 

introd. 

introduction, introductory. 

h 

journal. 

j. 

Jahr (year) 

Jahrh., Jh., Jhr, 

Jahrhundert (century). 

jnl. 

journal. 

jour., jourl. 

journal. 

juv. 

juvenile. 

k., kgl. 

koniglich (royal). 

1,U. 

leaf, leaves. 

L.C. 

Library of Congress, 

lea. 

leather. 

If. 

leaf. 

Lfg., Lfrg. 

Lieferung (number or issue of a periodical or 
serial). 

Hb. 

library. 

libn. 

librarian. 

Lief. 

Lieferung (number or issue of a periodical or 
serial). 

livr. 

livraison (fascicle). 

In. 

librarian. 

ltd. 

limited. 

mem. 

memoir. 

misc. 

miscellaneous. 

misc. doc. 

miscellaneous document. 

mim. 

mimeographed. 

mm. 

millimeter. 

mo. 

monthly. 

ms., mss., MS., MSS. 

manuscript, -s. 

n.d. 

no date of publication. 

n.f.* (n.F.) 

neue Folge (new series) . 
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n.p. 

no place of publication. 

n.pag. 

nicht paginiert (unpaged). 

n.s* 

new series. 

n.t.“p. 

no title page. 

nar. 

narrow. 

new ed., rev., and enl. 

new edition, revised, and enlarged. 

new ser. 

new series. 

no.*, nos. 

number, -s. 

nouv. ed. 

nouvelle edition (new edition). 

numb. 

numbered. 

O. 

octavo (from 20 to 25 centimeters) . 

O.J. 

ohne Jahr (without date of publication). 

o.O. 

ohne Ort (without place of publication) . 

o.p. 

out of print. 

ob., obi. 

oblong. 

p.* 

page. 

p.l. 

preliminary leaf. 

pa. 

paper. 

pam. 

pamphlet. 

pap. 

paper. 

per., period. 

periodical. 

phot., photos. 

photograph, -s 

pi. 

plate. 

pm. 

pamphlet. 

por., port., ports. 

portrait, -s. 

pp. 

pages. 

pph. 

pamphlet. 

pref. 

preface, prefixed. 

prel.U. 

preliminary leaves. 

prelim., -s. 

preliminary matter, preliminaries. 

priv.pr., priv.print. 

privately printed. 

proc. 

proceedings. 

ps., pseud. 

pseudonym. 

pt., pts. 

part, -s. 

ptie. 

partie (part). 

pub.* 

published, publisher. 

pubd. 

published. 

publ. 

publication. 

Q. 

quarto (from 25 to 30 centimeters). 

q.v. 

quod vide (which see) . 

r., rect, r°. 

recto. 

ref. 

reference. 
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rept, 

rev.* 

rpt. 

russ. 


report. 

reviewed, revised, 
report. 

nxssia (leather). 


S. 


s.a.* 

si* 

S.T.C. 

sd. 

ser., ser. 

Sf. 

sh. 


sig. 

Sm. (foL, 4to, 8vo). 
subj. 
subj. an. 
sup., suppl.* 


Seite (page), sixteenmo (from 15 to 17% 
centimeters). 

sine anno (without date of publication) . 
sine loco (without place). 

Short Title Catalog, 
sewed. 

series, serie (series). 

sexagesimo-quarto (up to 7% centimeters). 

sheep. 

signature. 

small (folio, quarto, octavo), 
subject. 

subject analytic, 
supplement. 


t.* 

T. 

t. (th.). 
t. an, 
t.e.g. 
t..p. 
tab, 

tr.*, trans. 
trans. 

Tt. 

typ. 


title, tome, tomo. 

octodecimo (from 12% to 15 centimeters). 

teil (theil) (part, section, volume). 

title analytic, 

top edge gilt. 

title page. 

table. 

translated, translator, translation, 
transactions. 

tricesimo-secundo (from 10 to 12% centi- 
meters). 

typographic (printing office). 


libers., uebers. 
umgearb. 
unb., unbd. 
unct. 



iibersetzt, uebersetzt (translated) . 

umgearbeitet (revised). 

unbound. 

uncut. 

unpaged. 

verso, 
volume, 
various dates. 

various paging, various places of publication, 
vellum. 

verbesserte (corrected). 

Verfasser (author). 
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verm. 

vermehrte (enlarged). 

VO. 

Verso. 

wdcts. 

woodcuts. 

wh.no. 

whole number. 

wk. 

week. 

y*, yr. 

year. 

Zg., Zt., Ztg. 

Zeitung (newspaper). 


The American Library Association^ established in 1876, 
is an organization of libraries, librarians, library trustees 
and others interested in the responsibilities of libraries in 
the educational, social and cultural needs of society. It is 
affiliated with more than fifty other library associations in 
this coxintry and abroad. It works closely with many organi- 
zations concerned with education, recreation, research, and 
public service. Its activities are carried on by a head- 
quarters staff, voltmtary boards and committees, and by 
divisions, sections, and roimd tables, aU interested in 
various aspects or types of library service. Its program 
includes information and advisory services, personal serv- 
ice, field work, annual and midwinter conferences, and the 
publication — ^not for profit — of numerous professional 
books, pamphlets and periodicals. 
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